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. Cae Handbook Il1-was originally published in 1959: Its purpose was to provide -a 

ee standard guide to the terminology used ‘in property accounting,for:local and State 

school systems. ee . aS <a . - oo: 4 « 
. Education has fen ona “new logk’ in the 17 years since Handbook III first was al 

"published. Such traditions as’ the self-contained classroom, 55-minute classes, and ° 

summer vacation are giving way to new alternatives: year-round school, opén school: oF 

smini-courses, modular-class scheduling, differentiated staffing, and team teaching. ee 4 

New subject matter and unique deJivery systems‘for teaching these topics pe Othe . 

. developed each year. These developments have brought with them new uses for 5 

existing space and equipment as well as requirements for new kinds of. facilities... - 7 
Concurrent with new developments in education concepts and technology, the™ 

. processes of planning, management, and evaluation within education have become far 

“s+ £  more,complex. Budgeting methods aré becomihg'iore sophisticated-hs. traditional . 

. ling-item udgets have given way to program-oriented budgets. Similar trends toward 

sophistication “have appeared in the area of accowntirig and.financla} management ‘ '' ' 

"where decisionmaking tools that long have aided’ the private business sector, such as 

depreciation accounting and capital budgeting, are being employed. These q ew 

approaches require new. kinds of information—in more detaiLand at a greater level of 

' * . accuracy than ever before; © : ~ i _ 

, ‘The past decade has seen the public bring intense pressure to bear on the education... tice 
community for more accountability and greater productiyity. In responding'to these 0 
pressures, educators have developed new techniques for measuring ant analyzing their a 

- Products and processes, thus generating new kinds of data that can be reported to the 
‘e public. | . on : 3 
4  ? ' In recent years, the education,community has recognized the need to. update ands 
i Py  F extend Handbook III to accommodate additional information about the new kinds - 
and uses of buildings, sites, and equipment that have been. developed in the last 17 
years. Education managers also saw the opportunity to develop a revised handbook 
“4 “that would’ be miore compatible with the new handbooks and handbook revisions 


“ye 


+? 


". "_ pulalished since 1959. . + _ 

“This revised edition of Handbook II] provides property terminology, definitions, : 
". chneepts, and a classificatfon'structure for property information that are intended to te 
, ro 4% o8 Assist in planning and-decisionmaking and to help ensure compatible’atid compardble «= = -* * 
y Fecording and reporting of data on education property. The development of this 
_* handbook was based upon the premise’ that a project of this nature must involvé'a 


— . brdad base of participation. The acknowledgments section, &pendix D, indicates the” ” 


mr 


, see nine professional organizatioris .and the. many’ individuals who made. significant’ - Cae 
a we. ibutiopyte the devdlopment of the fina} document, ,-.. - f 
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ef ar, a . tats fee Ss ee ee Moy it has 
: : He Be t. ’ tag WG « . . cis ‘ one 
& a : my + Wan'N, Seibert, Acting Chiefs, ©. : 
woes % "Mary A. Golladay, Deputy Director 8", « FederalState Coordination Branch = * 
r> .  * Bivifton of Statistical Services °C: ’ i a re 
R * ; « rf “ b ; | i : - BO es 
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_Lichienberger, respectively. : 
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THE PURPOSE OF HANDBOOK THR} 


an 


wide a cymprehensive guide to standard terminol- 


or of this handbook are (1) to pro- 


ogy. .relaNng -to property Gites, buil ngs,. and 
equipment): used in edtication,? (2) to prpvide alist 
‘of suggested data items useful in destri ing prop- 


erty, | and_(3),to ‘provide general guidelines that can | 


assist the reader in understanding and- “developing 
property information systems. , 
It must be emphasized that the handbook’ pro- 


vides. only an overview of the procedures for. 
a oe creating. andeoperating a property accounting sys-- 
tem, while concentrating primarily on the issues of : 
defining and selécting items- of snloenation: for an 
LEA’s propery # files. a . 


THE NEED FOR PROPERTY 
"INFORMATION FOR PLANNING 
_ AND DECISIONMAKING | 
INEDUCATION 


- “Allocating, operating, ‘and geriiis for the 


. : physica! assets of a scHool system are among the. 
me » least publicized but most important responsibilities . 


_ @ 


ia 


“of ‘education managers. Property-related casts 


“(such as the costs of acquiring sites; constructing, 
Tenavating, and operiting acilities; ‘and. purchas- 


gt ee 7 ve ae a) 
’ ‘i bs ge es . mm 
MNT $. . . . : v- 


; "\ Handbook HAR is the. third in a series, as donated ~ the: 
‘Roman mumeral Lil. The.“R” following | the Reman nutheral 


- denotes that this is a revised ; x@paion of the origytal handbook. . 
Fult bibliographic referenced’ all handbooks j in. eee are. 


"Rhian, : 


" presented. in appendix E. anton 
This hae k ‘addresses property -uyedin 
middle, secondary, and commiunity (adult) education, but. 


z of various kinds of property ié needed for manage-~ , 
urposes at Che Staté-and_Federat ‘level as © 
*. well as, at the local level. Yalid and comparable - 


v 


Chapter 1 Petite oo 
INTRODUCTION - et 


ing, cing 
| prise one of the largest segments of the total costs 


aud replacing. equipment) com- | 


“of providing services. Competition from other por- , -. 


tions of the education budget, particularly salaries, 


is: intense. Asa fesult, most school systems | seldom ae 
haye. enough. funds to satisfy their total Property 


needs; and, ‘for many schools, the gap*bet ween’. 


. available funds and property needs ‘is widening. At 


the same time, for other schools, a peculiar pheno- - | 
menon of the 1970’s has arisen: under ptilized sites. 


and buildings are becomjng an increasing, problem 

- In response to these and other pressures, the pub- 
~ lic, gs well as State and Federal. furtdipg:sources, 
has begun to place increasing demands upon 
school system managers’to justify their requests for 
Aditional physical resources and to expand the 
utilization of the resources that. ate: ‘currently in 
_usé, For school’ system managers ‘to. anake the best 
use of property resources, there must be-a constant: 
- flow of intelligent planning and management deci- 
sions. The’ priticipal: ingredient in. making good,- 


informed: decisions, about the allocation’ of prop-:. 


erty resources i in the local school system is relevant, 
valid property information. . 


@ . oo 


nformation about the uatitities and uses 


information at these levels can support the drafting. 
of legislation, policymaking, research, ;and . the. 
disseminatioh of’ information to. governini@ agen-. 
\cies, funding. sources, and the general” “publit, ” 


‘Clearly, the ‘same, systems of property information . ° 


? “heeded sat the focat level-should be designed’ .t6 ” 


extludes higtid'ed ueation. Property ised in higher-education is - 


covered by the. Higher Education Facilities fnventyry antl 


* Classification Manual. (see appendix E for ful revi ines ; 


“ information). 7 eee 


Ne 7 


provide. 


. State hhd Tiational grganizations. {9 
‘Tot improve the ‘ability af-local school managers 
to obtain the necessary data, and to conimunicate 


“these data ‘in usable form to others’ it has become a 


ow 


re: F 


. 


ven 


the basics jaformation regpire. at Tihs & 


: 


_ Information in a uniform. fashjon. Thus, educators 

~ have identified the need for 4 “common language” 

, tegarding edUcation property-—a set of standard- 

ized Property terms and definitions. + ~~ 
\, : 


“increasingly importaiit: to sy Th report this. 


THE.ROLE OF NCES ty THE | 
GATHERING AND COMPILING 

_ .QF DATA AND INFORMATION. - 
- ABOUT EDUCATION : oe ee 


This nendbao is one of - seve jn the ‘State 


Me Educational Records and Reports (SERR) Series, 
7 sponsored by the National Center for Education: 
Statistics (NGES) in a coordinated attempt to 


produce a comprehensive and compatible set of | 


standardized terminology for use ip education. 


2 MCES; has-a sesponsibility to provide and-inter- ; 


"pret comprehensive statistics about the condition 
-of education in the United States. In addition it has. 


am mandates calling for conducting and publishing 
specialized analyses and for providing assistance to... 
” : Stateand local education agencies in improving ace 
~ their-statistical activitiés. . te 0 3 
“To fulfill its rele, NCES sponsors a number of - 
programs, ranging from regular data collection ay 6 


the development of materials and techniques tha 


facilitate the: compilation and comparison of statis- . 


tical information. One of these prog g they. : 
development. and periodic: revision ae of 


standardized terminology, Otte set o 
the SERR Series,:.is primarily directed toward 
" elementary and secondary education, and has 
sprung froma long-expressed need by educators to 


have. ‘statistical information, available to them: in 


handByok in this series dealt with a common. core 


mor uniform and: compatible: formats. The’ first 
of pie information related to education. That 


handbook, as‘did the handbooks that: followed it, - 


*  atresséd standardized terms and defiflitions, along: 
- with a classification. scheme and coding: stryctiire 


"for those terms,’ Tet be 


in addition t'Handbook UR, the edie anid 


ay ae books currently, Available ifasiRR Serie are: 


* 
“ 


3s OG E’ pula full bibtiographic referehices to all 


oe ” ‘handbooks in the SERR Series, both ‘in and out of priht,.. 


together with pertinent nacdbooke oane with niet educa-— 
: ham. x es 


ndbooks, | 


“UB IIR: "Financial Accounting: C lassifica ications . 
and Standard Terminology for Local ~ 
and State School Systems, 1973... ° 


Staff Accounting: Classifications and 
Standard Terminology fot Local and 
State School Systems, 1974, 


HB VR: 


Al VR: Student/ Pupil Accounting: Standard 
Terminology and Guide for Mangg- 


ee ._:ing Student Data in Elementary and. - 
—¥./ Secondary : Schools, Je 
Junior Colleges, and Adult Educa~ | 


‘Community{ — 


tion, 1974, - oN, 
HB VI. Standard fan for: Curriew- 


_fum and Instruction in- Local and 
State School Systems,. 1970: 


x a. 


‘HB vii: 


The' ‘Siate Education Agency: A” 
, Handbook of Standard Terminology - 
- and a Guide for Recording and Re-— 


as 


ao 


ey 4 ‘ Educational Technology: A Hand- . 
_* book ‘of Standard Terminology anda — 
“Guide for Recording and Reporting. 
‘-. Information” About Educational 
a, Technology, 1975. 


Adoption of the geRR Series (or #he “hand- . 
book sePies,” as’ it-%6 most often called) is. not: 


"+ required by Federal law, NCES does.not, nor can. ae 


‘it, mandate the use of any handbook at either the , 
- State, intermediate, or local level. However, more 
and more Sta@@and ‘local schoo! system adminis- 
traters have begun to reatizé the value of having 


__ well-organized, ‘standard ‘items of data at.their’ . . 


disposal for: management ‘and reporting ‘purposes.. : 
As a result, many of the handbooks i in the. SERR" 
Series shave, come into’ ase ina nu te ithe = 
‘Nation's’ school systems. At thé sarhe.t ny’; t 
Fedetal and” Stages 
Gdns tio: these Haridbooks. “3, < aA . 
_ Iticreasing support for the: ,pandkpox series is 


‘ perhaps best, illustrated by the. fallawing “Resolu- - 
s. tion onData'Standards,” ‘approved by the Council , 


¥ — State Schoo! bedi 


_ — 
PROPERTY. ACCOUNTING | a & 


- ;porttng Information About State Ed- Sy 
ae uation Agencies, 971 oe 


orts utilise termis and ef abs ee : 


INTROBUCTION : - p Meee Of 


"RESOLUTION ‘ON DATA STANDARDS ; 


- June 14, 1973 


RESOLUTION TO THE. one OF 


CHIEF . STATE’ SCHOOL OFFICERS’ 
_FROM ITS COMMITTEE ON EVALUA: = 
, JON AND INFORMATION SYSTEMS:: ... ° 


“WHEREAS, state education agencies are | 
: Aegally constituted and have the responsibil- . 


, ity for education within its. boundaries, and 


WHEREAS, state education agencies de- 
‘sire fo assist and support local éducation’ ~ 
- agencies to establish.an educational manage- 


* ment information’ system, and 


y 


WHEREAS, state education agencies de- 
siré to coordinate the collection and use of 
information between local, state, and federal 
* agencies, and! 


‘WHEREAS, the ‘Couneit of Chief ‘Siate _ 


School Officers established the C ommittee 
on Evaluation and Information Systems to 


+ provide the chief state schodl officers with a. 


.. Single coordinated effort for compatible data 


with ‘standard terminology and data defini- 
tions, 


* 


: ao a, 2 eo 
7 soe 
a aa A in. Bo od : : : 


THEREFORE, ‘BE IT RESPECTFULLY - 
- RESOLVED THAT: * ; 


The, Council of Chief State School - or. ot 
cers recommends ‘that each ‘chief state 
- school officer seek to establish standard 
~ terminology and data item definitions by 
adopting and implementing, to the extent - 
- possible under existing regulation, the 
_ fevised7NCE§ Handbook series as prepay 
- 6 AS resources permit. ee i 


- SUMMARY OF PURPOSE 


- Handbook IIR: is offered a asa resource f 


" local, intermediate, State, and: Federal education 


officials to assist in the identitication, organization, 


' _arf@ definition of. data and. information: about ~ 
: education property. It seeks. je establish an orderly 


array of. -pertinent and- useful property terms, 


a definition’, and measures to provide a valid basis . - 
for reporting and decisionmaking i in eae , . 


and Planning. . a 
_ Handbook IIR offers education officials. a" 

common. language with which to communicate 
about property matters. * 


' 
a 


ao | oe HOW TO. USE H/ \NDBOOK MIR. , 


ews = oN Handbook IIR can be useful to people j in many MAJOR TOPICS COVERED 
i: different types of Agencies and pestis of. fenpote JIN THE HAN DBOOK 
: hoe tngludene::, © ee! : —— . 
Pa ere a a J & Just as ‘the: uses of the handbook will’ ‘vary’ 
pee oes Be = Hocat school itahaere. feb the superintend= among feaders, the -scope of reader interest’ will, 
as '. * ent to those specifically responsible, for pur- * f vary. Some handbook ‘users; particularly those I 
vt. Mhasing, maintaining, or jpecounng for prop: - unfamiliar. with ‘property recordkeeping and ‘re- «| 
erty; a oe Sa es _ 3 ‘. porting, may wish to explore most or all of the -° 
© intermediate e ducation ‘agencies; handbook’ content. Others, may seek. information - 
, on tops of: special interest. For those readers”. _ 
Cacia State and Federal Program, managers, inter-. = interested in’ rapld- access to. the- major. bopics y > = 
aS - ested * in: monitoring’ funding progralns or discussed ‘in Handbook, HR, the following, jist, * M5 de 
* collecting property information; a _together with the Contents and Index, should be | 
@ researchers; - * BS a helpful. or * Co | 
a 4 ‘9 State and Federal legislative bodies ees: = ° : Ce — _— 
ae eZ Federal professiorial edpeation organizations, - ee es TOPIC AND LOCATION ote ty te 
. ° local boards of education and State educat} or  Canitalzation: Kopendix B, A 107 contains a 
, commissions, = eg Eden __ brief discussion of capitaljzation, = == > 
i viene auditors, ands Classification system for yee intormation: 
| ©. the raf public. : a oe . Chapter 4, pp. 21-39, outlines the recommended ; 
= — ie ye. 4 ee «classification system, divided into, four sections: .% 
co! = & 4 "4 | Sites: buildings, . spaces, and. equipment: ‘This 
- _ “The wiye an which: each reader may be es phic. chapter: also Suggests uniform ‘data entries and | 


“data-entry: codes to he, used in } recording preee aut? 


by the terminology, definitions, and guidelines in'this © ery information 


“ handbdek wiN vary with the- property, accounting . 
‘. «needs of his or her organization.. Generally, howe # Collecting “and using aropert information: re 


oe 


_ever, the three most tikely: uses are: - - ees of several concepts related to” 

. Re . - keeping property records and: maki g reports 
os ; . @- ‘Developing riew property accounting systerns. about property is pole in chapter 3, pp. ue 

* and strengtheritng existing Property account- - :. ve WB — - oo rf. 
— a * in, ‘systems; rag , ee. ee ‘Data items, propdty: (See List ‘of sted props 
“eas! e fee Jin iproving commiisiic catigns abiong individu- . erty. data items, telow:) oy. Ga. ee 
rsa aud “Srganizations,intetested Bi veproperty ° Definitions: Deffhitions are provided for ann > kinds : 
4 formAtion; and’. - P 


of terms.(1) termis thabdescribe property charac- aut ‘ 


oe Eerie reports, research programs; find: - - teristity, such as “cost of constuction” or “area. 
x uf a 4, ing applications and progress reports, statisti- of site,” and (2) terms that relate tq the concepts 
ao al, summaries, and similar dociiments, ae * and: poe of property gecoanting, sudly a as 
7 aes . ry - - 54 *yQ- he us ey 4 * oe a 
a ar an ae nc a _ age a - rr or oe wd ‘eer ae: a Eon ae es 


‘° 


4 oTopIE AND LOCATION-Con,. — 


“equipment” or ee eee Definitions of 
‘the first type are found in chapter 5, pp. 41:85: 


with additional information Aettees and cross- ‘| 


referenced in chapter 6, p. 
terms of the second ty 


7. Property- related © 
are interspersed 


. * throughout other sections of the handbook, in- 


cluding the appendixés. The Index i is the best 
- source for locating*these terms quickly. : 


; Depreciation: Appendix C, p. 109, contains abi” 


“oy 


"be 


if 


wig “other references to she topic.’ germs that refer to sites,. improvements: to. Sites, 
ee 2 ‘buildings, and: built-in equipment. Movable equip- , 
4 nae auggested property. dingy items: ‘sugieied* - Ment is net ‘normally included as real estate or real. ° 
so ¥ ay ad . ? 4 ¥, 
— roles data? items are listed in'chapter 4, pp. 2 rae Pre aed, Bee ee 7 _ 
. ithaut defirtitions,. and. imohapter 5 PP. 42 7S er re “ 
_ 85 - with Schinitipns. < ae é coe te ee ald ae er a on age 
“ Mae pee, iSte data item 129. p. 46. for the definition. ot siteimproye- 
Measures of education property: ‘Chapter 6 Be 87y. . merit” ae 
eee ‘Sr p. 48 for the definition of “buitding _ 
oe deals with tetts that’ provide: tneasures of educa~- _.%~” ‘See p. 99 for the definitin’. af. the terma; bull -in equip, 
eS tion. sone: ppealy Mieolring cost, value, oF s ign” and “movable cquipment.” o ; 
ae : ; tt et “ay7: on “, ; ae . 7 = > . a: 
2 ee oe ee ee got tas 
gi? ae wl / not =, = oe em a Pd " = 
pale Ns ae i . i a iS ' - : “_ a oy 4 y z = e 
a = 4 +o ivi “Saeer 2 >, 


_Secussion of depreciation. 


Deieloping a property sicoubliag< sinter The 


, > 


r 


handbook can Assist. only ingparts of this task, 
since it is’ not intended tg serve asa methods and- 
procedures. anual. Chapter 3, pp. t1- 19, 1gPLO~, 


* ? vides sogne® ‘general guidelines: and criteria fores-,~ 


tablishing and Operating a property accounting 
. system. ‘The ‘list of management functions. ree 
-quiripg property information on page I2 can be _ 
* ased to ‘generate modré ideas for potential uses of | 


_ property information. The definitions in chapter “. "HYER des these terms: + a 


S$ andthe. measures x" ‘chapter 6; can’ be used in 
~ Communicating the exact data requirethents t to 
__ those responsible for piecing. Processing, and 

pea ine duta.. 

- Equipment As. “Supplies: Cc rapier? , pp. 97. tol, 
“contains a full discussidn of how to distiiguish 
_ between supplies and equipment. Also, chapter ~ 

‘5. pp. 

suggests Some basi¢ data items that may be ME, 

an merle equuipment*fecords. 


+ Equipinem,. -Builtein vs, ‘movable: “Page 99 of 


ay ig 


EDUCATION PROPERTY 


75-76, briéfly addresses bquipment and ~ 


ne chapter. V. Provide ‘criteria for distinguishing ; 


_ between by and moxgble equipment... 


oe. ve 


Invent Pages °99- 100: of Ajapter ie sone a. 


- ‘However, to avoid the. cua a of usi 


shes bul 


o: ” s is < 


PROPERTY. ACCOUNTING 


a 


‘area measurements. . The information provided, in 


. this chapter supplements the definitions: ne 
“vided i in n-shapter 5. 


ry é Lo * 
a . 


UJ 


- 


Terms ‘and definitions: (See. Definitions, apove) | 


Uses of property information: Chapter 3, p. 1, 


* 


wo 


| provides a list of management ‘activities that’; 


- 


- utilize ‘property information (often in. combina- * 


tion with other types of information). 


eas ) oN 


~ 


KEY TERMS RELATING TO - 


“Educators throughout the =. a varietyof, 


terins when’ refetring’ td the.kinds of property used: 


in their schodis. Some talk about “facilities, t others 


refer to “capital assets,” and still others use the term 
“property.” "To put all readers ) this -handbook On 


‘common ground. and reducé the ri sk of’ misinterpre- _ 


tation, itis important to point ut. how Handbook 


‘In rak this handbook: a 1 


equipment: A site ‘includes. land and all i impto 


usually co nsidered an integrad part of a’building, but 
théte is provision for. keeping separate builtin 
equipment records, if desired. Property includes 
‘movable equipment, but not supplies. How to 
differentiate. between Supplies and equipment ” is 
discussed i in chapter ; 7, PP 97-99. 


Handbook TIIR sreats mers property, facili- 


ties, fixed. assets, and capttap-assets as equivalents. 


terms interchangeably. throughout: the’doe 


géneral djstussion of” the’ ‘topic. althdugh - =? the tébm property i 18 used in preference to the others. 


3 procedures: “are discussed. The 


oe 


. Reel esiate and real | property areinterchangeable 


perty. as”. 
ings,. and both built-in and. ‘movable, 


- J ments! to that land, otherthan buildings: Buildings? 
_ include the origingl- structure and all improvements’: . . 
or additions. to the sttucture.” Built-in equipmenb j Boe. 


a 


four ~; : 
ument,” 


. 
gy J j 


av 


at a 


1 te 3 Za 
ar » Ms 


Pa 


2 2 — "s ” _ 
eS won fi USE THs WANoipo.: — on 


APY PES OF epucktion = - 
: Mae oe. oe ee ee 


. + ae | Ways: of, tisimg “this pandbdok ys salicaria oo 
q. Speers will vary from local to. State and ee 


a . + 


‘levels. 


To keep the refere neces to the diferent levels of ~ 
ise, the hand- 


rd _ education agencies ' imple and: ck 
. * hook uses ie following: terminology"; . 
‘ ae a > ¢ 


yy Local Education AgencyXor LEA, as s used i in: 


t. 
> . 


y 


a "ae 


oer 4 ies this -handbook, includes public “and Private 
ae ge Me schools, school ‘districts, and school systems; - 
~~ paro¢hial: schoals, school districts, and school _ 
us: local ‘basic administrative units; re- « 


tion centers, such ‘as area. voca-, 


- > onal genigg am ult/cemapunityyGontinuing * 
*  éducation ae ; and apecial ‘education 
i. of re 


scent Eduastign ee are: Seeds 
toin Hagdbook, IfR'as LEA's also. This is not, - 


_ to suggest’ ‘that. Handbook LUR defines Inter-". 


poses’ ot organizational characteristics, but is 
2, meant to. emphasize that they gogerally have 


the same type of property accounting needs. In: 
“, ‘this respect, the handbook treats. them a$ - 


immilar entities, et 


‘e ‘Staté Education Agency, : ‘or “SEA, as arr in 
this handbook, typically includes State depart- 


oe . pe Sera Me wan 
* Tose FEA’sthat ¢ Operate séhaoid gducatignal ; 

programs, or other education institiitions Wilk * 
"find -the statements, ‘and:-concepts directed: * ” 
‘toward LEA" 8 TROS pepleabte to > thei prop- tae 

Le ory accounting 1 needs o 


saber ; wet 
a a : - 


* Haw. this handbook! cap sctve agcnapadh of" iz ! 
. ‘these three Jevels is discissbhia et Pai yy ee 


ee DATAMTEMS. eyona A 
“PROPERTY AécO JNTING SYSREM? 


Chases 4 pedi a i ist of ‘ici gf fiformation’° - 
that: can bes udeful in 


Zo2] 


‘Various types of property - "| 


“accounting systemis. However, since the types of - od 


§ 


mediate’ Eduéation Agencies and ‘Local 
es — Agencies as having the same. pur. ce 


_inférmation neededby an LEA vary according t6 i its. 

size and the ways: it wishe¢-to-control its: property, ° 
a. ahy given LEA will find only a portion ‘of thé list © 
useful. For. example, the.. pr 
féquired for-an. LEA to ¢. 
educatjonal, programs 
LEA t 


erty information 
ate the full cost’ of. ~ 


t does not ¢alculate prograitt’ costs, “LEA's 
with vgry basic property information systems,may _ 


“use © y five or ten data items from any given data- - 
item ‘series (100 Series: Sites, 200 Series: : Buildings, 


* ete.) while, LEA’s with sophisticated property infor-"* 


__ anentSof education, State boards of education, _ 
a +) State education cominissions, and State edu- 


cation. authorities. P 


_ Those SEA’s that dperate schools, educational 
ah and money ‘cdllecting-unneeded 


, Programs, or other. education institutions will 
find. ~the - statements and concepts directed‘ 
toward LEA’s ost applicable to their prop- 
* erty accounting needs. 


" \ Federal Education Agency’ or FEA,a 9 used in in 
his handbook, refers toa 
ubdivision having res nsibilities for sup- 
? porting or delivering. ucation servicés) - It 

_ particularly refers to th U.S. Office of Educa- 
tion (USOE), the Natio 
tion Statistics (NCES), and the National Insti- 
tute of akan EY 


‘The discussions following the terms LEA, SEA, and FEA 


| Center for Educa- © 


Federatagency or «” 


ate not legal definitions. They are, instead. explanationsof how... 


the terms are used in this handbook 


“mation systems will. use many-more:-It is. probable: . ; 
that few,.if any, LEA’s can effectively. uge all of the” af 
. data items listed in chapter 4. : 


‘Designers of property accounting systems ahould? 


guard against indiscriminate adoption of anysdata 
item merely because ‘it’ appears in thisthandbgok: ° 
Judicious applications of the guidelities fordevelop: E 
ing & property accounting. system ' {presented in - 
-chapter 3, pp. 1344). ¢an'reduce the 


pk of MORINE 


A good rule of thymb to followih ide 


ne 
© The data are needed for observane #1 
_accounting principles. a *% 


y be pt. little value.to an. 


ing. the. oe 
kinds of data to collect is to include only. ried 
meet any gne of the following Mrteria: ‘ 


oS 


© The data are needed for planning, : manage- “a 


- ment, or other decisionmaking activities in Me 
, LEA: 


b 


® State law, Federal law, or ‘administrative pol- ; 


icy requires.that the data 


available to others. x met os 
e The, "data are needed to secure or m@éntain 

Agrants or other funding programs. . in pe 

a ise eal ey 


ported or made ' 


SIRS Langs gat 


e x tt Tig bg ’ * 
: e oe bak , * 
; pb omy 4 . a 
4 t # 4 ‘ ws i . 
ie he 7 > ’ ‘ot t . 
5 Ee Fa _ < ° 
Ps z wtye : tow , 


4 “a “Ny Shayne. _* 
“scat Board of Education. 


a. t - 4 ‘ 


~ 2 strenwh, ot the argument that “we may ‘need it Same 
“ue, day.” or*we have always collectediit; /Af the-data in | 
'"  questidtrt nane of the required criteria‘above, the - 
“cost ofvotlecting them may. very Well outweigh their - 


*r* ‘butden'a property ‘accounting: system, and limit, its 
. effectiveness, — os » oo 

. On the other handy LEA's ‘rial require property 

data. iterns. not listéd in this handbook. This should 


- not be | mitcrpreted as a conflict with the hand- _ 


bouk, the handbook canfrot and does not claim to 
danWcipate the complete-property information’ needs.» 
of all LEA's, SEA’S, and FEA's. I such cases; 


Compatibility between the added terms and detini- 
ions and the ones in the handbook. 


No stafement_ or Suggested data item in this ; 


‘handbook 4s intended. to take precedence in any 
“situation, where certain, data wie ceither required or: 
prohibited by law. 


ew 


e* 


V ‘ 


- PROPERTY ACCOUNTING SYSTEMS | 


- “FOR SMALLER L EA'S 

a ~ AILLEA’s, large and small, have need for some 
LYpe | of Property accounting system. However, some 
smaller LEA’ s’may féel that the task of property 


' often ‘stéms from the misconception that great 

7 
ee accounting and that a computer is necessary for: 
processing these data. Jn'fact, usefuLinventories. of 

= property can be. maintained on,a.manual basis and 
»still provide valuable management infor: 

* best approach to ‘developing an effecti 
- accounting system in a.small- LEA i is to ({) clearly 
identify the purposes for collecting the information, 


and (2) avoid collécting any inforyfation that does 


not sefve these purposes. 


Nowpecific data should: Be colested solely ¢ onthe , 


. usefulnéss. Too much data. of this. type can aver: _ 


LEAS should collect whatever additional data they ° 
« — Fequire, but, should-make every effort to maintain: - 


accounting, is Coe Complex or time-consuming for 
.the resources théy have available. This attitude - 


ion. The -- 
property 


. 


: * e Bio ws 
oe a] a 


- I, tee , 
Nw . ks PROPERiX ACCOUNTING 


©, Uhe® ve are’ Fequested period by the” Kinds of Property eae Piles Should ‘An 


LEA Have?” -beginning © . 14,<should be of 
eae interest U6 small A’ s in es eee 


’ THE VALUE OF PREPARING on - 


. LEVEL PROPERTY ACCOUNTI 


( 


MANUALS. : | 
L. EA’ $ are th 
handbook is d¢#&ned. However, FEA’ ’s and SEA’s 


- désive direct benefits as acceptance and use of the 
; idee Unicon JHR spreads among LEA’s, 


The sesufting increased* uniformity of - property 


*e 
fet 


° 


we 
eye 


, 
- 
et 


rimary user group for which this - 


terminology in use at'the local lével will make | 
» property data assembled at the State and: Federal - 
‘levels more comparable and meaningful. One of the ie 


most efficient methods, for bringing about accep- 


tance at the local level i is foreach SEA.to.develop its a 


own property accounting manual, based en Hand- : 


book IIIR. This is the same approach being used 


successfully in the arewof financial accounting with: 


* Handbook II, Revised. > The development aa 
prepared. property. accounting manuals:haySevera} 
distinct advantages Ovgé the direct use of Handbook 
HIR at the: local level: 


t 
"a 
ry 


Te Centralizing the effort and expense of prepar- 


ing such a manual at the State level can mean ° 


— considerable savings for LEA’s. This approach 
can minimize the Wastefulness of each LEA 
empting to design its own property account- 
bins system without knowledge of the ‘expe- 
rience and accqmplishments of others. 


" @ State-prepared manuals fend ‘to ‘accomplish 


,Amourits of data: are..necessary to do. property -/ 


Chapter 3 provides some general guideljnes for *’ 


developing a property. information He@in. While 
_ ready this material, managers (rom small LEA's 


” should keep in mind that a computer may not be. 


necessaty if the amount Of data to be processed, can 
be kept ata minimum. The section entitled net 


F os 


A 


. 


é 
€ 
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Cn i cn _ sn 
LIMITATIONS OF |. i ty 
ANDBOOK HIR:” - 
‘ ba | * . ‘i 
Whilethe hinéhpok Gaus on tefminology and 
yt » ae 
offers soute genen Egvidelines for developing prop- a 
erty ‘accoltatng sp $i fems, there are some a cl - 
aad a a a ms 


“Ny 


statewide adoption of uniform’ terms and 
definitions more rapidly and easily. 


® The modification of Handbook IIR by the 


. Staté/ can‘ ensure’ that the resulting 'State- _ 


prepared manual addresses the State’s own 
ee for: ae information, 


ne) a. 


‘Appendix E contains, full: F Bibligaeabhi intormnasiar for 


Handvook IIR. 


‘ 


i 


HOW-TO st THIS HANDBOOK) 
: e 
kinds fe assistance that the handbook dbes not 
offer. Specialy book HIR toes" nat pro- 
vide: : ri [> ; 7 
e nisi sand procedures for handling and 
contyolltin ‘2 properly items (such as receiving, 
we ng,.and ae equipment, labeling 
~ and/or tagging 


erty Mnventonies), . 


“ Le 


. methods and pecans for: collecting and ee 
processing property data (such as developing’ - 
‘ data-~collection forms and procedures or'de- 


” " signing and comiPiling: property reports), and : 


ow. aeihods and procedures for using property: 

- data(such as making rebuild: replaceor make/ 
buy decisions or evaluating the utilization of 
buildings or the. cost effectiveness of equip- ~ 

? , men) . : 


» 


_ Fo the extent.that the handbook does comment 
briéfly in these areas, it is only to. provide the reader 
, with enough backgrouind i information tq seek assis- 
* tance from other sources. : 

; 


SUMMARYS POTENTIAL 
BENEFITS OF USING 


‘HANDBOOK IIR — 


4 
yet o a 
' This section summarizes the sousible: benefits 


that can be ‘derived from incorporating : the concepts. m 
‘and terminology of Handbook IIR: into property 


» es oe systems of education agencies. 


t. Potential benefits that Hagahook IIR offers 
. to LEA's include: — a 


° Exposure to the basic sencepl pioperty o 


. 


“accounting: can lead to a clearer’ overall 
fet oy | ufiderstanding of the value of good prop-; : 
erty informatign in operating the LEA. 


© A more complete understanding of the 
. ‘value: of good property information can 
lead to a greater commitment on the part‘of 


~. * LEA officials-to developing better property —. 


accqunting systems for their LEA's. 


‘@ Préper application of the standardized set’ - 
“of terms, definitions, and méasures can 
lessen the ‘time and effort it might otherwise 


quipment, and taking prep: aa 


' 


ew, -Over time, sighs riceateghil® 
‘parable. property information will be de- ~ 


, take in developing’ hew. property account" - 


sa ee ing systems or strengthening existing ones, 


: * Mary relevany; ‘and accurate « ta can be - 


. 


more rationaf basis for setting purvhasing |. 


Stands, , defining which items are fi- 
nancedfrom capital funds, making capitali- 
zation decisions, I 
_ guidelines; the methodology for différen- 


“ movable equipment should provide: simildr 


_.* benefits. a oe 


” 


2. Potential benefits that Hiedbioe 0 IIR offers: 
to SEA’s include: © 
@ The handbook’s ou for standardizing 
property information may sd SEA’s to 
"save time and effort. in pro 
Bern property accounting manuals. 


and setting inventory . 


cing State. | 


® 


tiating _betwéen built-in equipment ahd © . 


© StateWide sponsorshipof such manuals can a 


resulfyin the availability of a broader range 
of more meaningful data’to the State and* 
"among LEA’s ih the States: ag OR ss 


— ' 
* The common _lariguage of standatdized. 


eons “éan improve Property infor-. 
mation communications Between the State 
_, ‘and its LEA's, and between ‘the an and 
FEA’s.. ~ ‘% 


, 


‘-point for ‘stand 
supplies definitions and lists for its Various 
. contracts and os programs. 


® The handbook gan provides ae starting , 
iting equipment and. ees 


3. The principal benefit that Handbook nR* | 


setiers to FEA’s = SS! ow eee 


\ 


‘and ¢om- 


veloped on a. navoawade scale, As a result, 


more usef ulresearch, statistical summaries, 
and reports will be-available‘at the national 


- devel. Communications among FEA’s and ° 


<2 A PROPERTY acodurTine. roan 


sc 


.. ‘Better dats will be available tor dissetnina. 


tion So-the public, tQLEA's and SEA’s and 
to State ‘legislatures and the Congress as 


with other organizations will be eee: < 3 input to legislation. , 
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ACCOUNTING?” oe dee 


"Property, accounting is. the process of identi- 
fying, classifying, defining, collecting, recording, 


- analyzing, reporting, and making use of informa: 
' tion about education’ property. Its purpose is to -’ 


improve accountability by providing accurate in- 


_ formation for planning, managing, and evaluating 


the uses of property-related education resources. - 
Property accounting is based on records and 


: recordkeeping procedures. In large LEA's, rec- 


ords often dre kept on each item of property in.the 
school system (sites, _ buildings, and equipment). 
Small LEA’s may maintain Jess for property 
records than large LEA’s, but all LEA’s have some 


, type of property records. Such records may include. 


inventory lists: or files, building drawings and 


s 


specifications, construction: contracts, land plats - 


and deeds, payment records for property put- 
chases, records of sale-or disposal, vehicle registra- 


tions, service warranties, cost of operation, and 


. depreciation or use-allowarice records. 
Ns HS ie accounting typically includes various.. 


met and procedures for. analyzing” property 
data. These analytical activitiés'can range from 


simple. summaries’ of inventory -information to 


more complicated capital budget analyses or build- 
ing utllizatiorAtudies. 

Property actoynting also incorporates various 
methods for reporting or communicating property 


_ data. and information to planners and -decision- 


» 


makers. Examples of this are inventory status 
reports and capital fynding requests. 
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~ accessed less often, such as those needed to support 
. insurance claims or. those needed to plan for: 


building renovations. " ‘ 
All, of these -kinds of property informations. 


-Aogether with the’activities supporting their collec- 


tion and use, afe a part of property accounting. 


WHAT ISAPROPERTY. _ 
ACCOUNTING “SYSTEM?” * 


‘Propeity accounting activities ci n range from 
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' This chapter presehie ¢ a discossion of ‘soci Sea The ieanent of napcessing arid using property 
associated with property. accbunting: and offers “accounting Tecords can vary widely with the sizé of 
some general guidelines for develoging or strength- the LEA and the type of information. Some re-. 
ening a property accounting system. . cords are used several times during the year, sugh, 
a: as when inventory, information is needed, when |: 
i : repetitive purchasing deciai e-made, or when { 
* WHAT IS “P ROPERTY or "monthly reports are compiled. ther records are 


sittiple systems to complex dnes.|For instance, ‘ “ 


some very small -LEA‘s might maintain only. a 


‘simple inventory list of major eq ipment items. 


Other LEA’ may Have very complex property 
accounting systems that intclyde detailed individual 
records Jon all sites, buildings, and equipment. 


Regatdless of the size or complexity of fhe system, - . 


the process of property accounting involves some 
combination of people, equipment, paperwork, 


.and’the methods, and procedures tying them to- 


gether, These elements pee the. LEAs prop. 
erty accounting gystem, 
The term “system,” as used in Handbook uIR, 


equipment, paperwork, methods, and procedures, , . 
but does not necessarily refer to oofnptters or to. 
the use of computer technology. “A™“system™@may — 
be based entirely on-paper and _pencil records, such - 
as typical bookkeeping journals and ledgers. In | 
fact, paper and pencil recordkeeping systems of ~ 


one sort or another ar ah in all LEA's, ube | 


computer-based syste 8 are irectly addressed in 
. a fm, | 
a : , ; | fe bh 
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_generally, refers to this combination of people, ‘\° - 
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aan | Property information i is valnabie to managers of 


educatiort agencies to help thent achieve the goals 


- and -objectives of ‘their agencies. While property . 
eat ea typfcally encountered’ in the 
‘annual invenfoty process or in the development of 


property repoits for the. boards of education, it can 
be used in many additional management activities. 
These agtivities usually involye some combination 


ot the following types of processes: / 


@ Planning, including identifying ‘needs, deter- ' 


- mining objectives, selecting alternative 


courses of action, and. allocating resources. 
O« 


e Operating and controlling, including & Account-. ‘ 


ing for fiscal responsibility purposes, moni- 
toring utilization, ‘arid directing the. activities 
“of the agency. . 


a] 


e Evaluating, including analysis of opefations - 


and repair costs, making cost; effectiveness 
~ ‘judgments. and ee rebuild:.replace deci- 
sions. . ? \ 


G 


aad Reporting, chide the gompiling of data_ 


and information for dissemination to others, 
‘both inside and outside the organization. 


4 


corded. It is importagt to have a complete under- 
standing of: the agency's intended uses of the’ 


roperty information befure it is included in tHe 
‘property accounting system, ° 


Several ' types Of property atcaunting systems — 7 


are found in LEA‘s, depending on the size of the 
LEA and the kinds of property it wishes to address, 
The most. common types of property accounting 
systems are: ~ 4 * ® 


_@ systertis dealing only with eqtipment (some. 


ited farther to specific kinds of equip- 
uch as audiovisual equipment); 


e systems. dealing only with buildings:. these 
~ range in'level of detail from systems that list a 
few general characte@stics: of cach building, 


oe ae 7 "PROPERTY ACCOUNTING ~ 


“iotyatens thatd fist detai d descriptions of alt oa: 


Se An LEA may have only one of the above types” 
of systems, or it may take a,comprehensive i ap-. 
proach. Each LEA must select the size. and extent . 


._ of its’ property. accounting systems according to its 


eeds, 


elow is\a list of possibte-ways i in which various 
tion agencies might use ‘property informa- - 
tigh. It is separated into parts, uses :at the local 


ed 


I el (for LEA’s) and uses by LEA's, as- well -as 


SEA’s, FEA’s, and other State-or Federal: organi- | 


zations. This list is not intended to:imply-that each 
education agency should have a property agcount- ° 
ing system serving all of these functions. Instead, 


“- the list is intended ‘to illustrate the wide-rangi 


- possibilities for using property information in 


.? planning, managing, and evaluating the use of 


¢ducation resources for the continuing benefit of 
educational programs. 


. Uses of property information at the local 
level” (for LEA’ 's): 


‘@ Managing and controlling property © 
-“".. inventory management 
location control © © 
- equipment selecti 
cee schedpligge and monitoring 
- maintenance management : 


e Planning and evaluation activities 
- facility, planning and space needs anal- 
ysis = 
-- equipment needs forecasting - 
~ -equipment allocation 
-- energy, use/Ponsetvation studies 
»p building, materials selection « 
_* « capital budget Preparation and man- 
agement - 
-- Operating budget’ preparation ang, 


q ) " Management 


> program costing . 
- safety: planning and evaluation a. 
~ gite selection 


@ Additional propényirelated activities that ” 


: cut across alt activities of the |. LEA are? 
“* 


a » a 


se . \ 
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| ". ' “hated: x > a e - “the spate$ (rooms) fn each boilding..and : ° ba - 
Powe Oy , *, 4 = ? @ ‘systems accounting. for sites and buildings. | 
Serene USES OF : , _ together. * 


eg We : oy A -- purchasing control. 
Property information that does not assist man- * P 8 a 
‘ ie bea -- contracts management 
agers In meeting agency responsibilities and goals o ae 
i : “~ cost analysis ‘ 
Is usually unnecesgary and should not be re- wh 
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AQ CC ating | with : other 
Tut property: ‘matters 


well-as SEA’ s, FEA’s,, and others: 
. @ Developing bases for legislation : 


_ @ Making administrative palicy | a 


funded programs. 


- 


e. Conducting esearch, in the areas obi im- 
‘ proved educational methods and proce- 
» ‘dures, past practices, and future ‘trends 


@. Compiling. reportsYor governing bodies or y 


a 


. funding sources 


“formation for public sp einnation: a 


fe a ance plein and claims’ » sippor <_ 
LEA's 


. Uses of property information by LEA's. 


° “Administering grants, contracts, and. other 


e Compiling, comparing, ‘and svalumting in- 


NL ay 
ny) 


OPERT Y IN FORMATION." 


These needs ‘sho ’ 
of. the: informatio: 
* but in terms off 
_ information. : \en. potentiat users “of | Z 
~ information must describe specific use, for 
». tt. the tendency tovallect unnecessary infor-*- 
~ mation just because it is “nice! to have" “is 
minimized.” 


rn 


oes Define. the type iceh pe property secountig a 
_ systemn($) needed. i 


» & 


point, ‘the LEA may .. “decide oe . 
. dévdiop a-system that, for.the present, ° 
~ satibfies only a. part of its total property 
ing rmation needs. This approach may save ., 
¢ and mohey in. the short run, while 
offering the LEA staff a more practiced al 
to accomplish. Many LEA's begin b _ 
ing exclusively with equipment, or perhgp 7 ee 
- only buildings. Each system will have ie *, 
“own special reports and data requirements, 


vey 
" 


? of depending on: the type of ees with 
° ch it-deals, If planned properly, sucha. 
"SOME CONSIDERATIONS FOR © =e on can be. expanded in the future with | 
DEVELOPING OR STRENGTHENING little redesign of. the original ecords, ane a, 
‘A PROPERTY. RCCOUNENG: 4 “Teports. : a ° 
| SYSTEM | . yon the other: hand, LEAS with-more ee ; 
: * rience ‘in using property. infgrmation sys-. 
i it section presents some. general guidelines tems niay wish to develop mbre comprehen- 
. that. may be. helpful to LEA's in developing good 
: : : ‘sive systems..that deal With sites, buildings, , 
property inlormation; bess commentsare equally ‘Spaces (rooms) and equipment to eet 
applicable to developing information systems for . | P 7 amp 8 
» other areas of the LEA’s operation. == \w . 
‘ + ~The fist below isan outline of the basic steps 3 Adentty specifi data needs, 7 
involved in developing or strengthening a system of _ Based on steps | and 2, determine tHe 
Joi". property records and reports (in other words, a - . specific items of data that should be’ col- , 
-—7 property accounting system). This approach fo-_ _ lected, Define each data item so that all |“ 
cuses On answeting three critical questions: ~ ;. users will have a common understanding of . 
— = Ww. a . ee * each, data item. .Handbook ILIR’ should 
_ _ @ What information do we need? . ® provide most of the pertinent definitions 
* @ Whete is this information available? canted, . 


- @ How do we get ute information quickly and 
7 ‘at the least cost?, 


. ° 


oN 

"property accounting bystems of all. sizes, from a 
basic manual recoNkeeping. system to a large 
_computerizéd information system. 


te 


|, Identify the. general needs of the agency. for 


property. Information: 


, . 


QO - : * 
PEeIG a =e = Fe 


The cleven steps. yutlined below can.apply to. . 


4. Review ali existing and planned documénts 
‘containing property data. 


Identify all property, data that are currently | 
- being collected or are on file. Determine’. ! : 
where the. data.gome from, -how often they 
ri ite he tg how they are defined. 
' Examine any ine in'.the planning - . 
stage, determining the same information, ” 
Cc omparison of these findings vil the gen-. 
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- eral data needs determined in steps 1B es and”. 


3 will Buide ‘he LEA in n deciding collection . 


ane - RE 
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a Identity the sources of the required data and . 


, Confirm that the data are available in the 


Be form and quantity needed. ’ 


ee, If certaln types of-data ate “ineatble’ or” 
impractical to collect or maintain ‘n the 


form required, Steps | through 3 should be ' 
recycled to consider thesé data- ~availability 


' problems and to develop alternatives. 


i . ‘ 7 
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a. 
6. Dey detection forme i and proce-— 


Thelt fobs should: be. easy to uiiderstand: 


'. easy to fill.in, and easy to, process. If these 


forms will also be used to store the data, 


"-_ they“should be easy-to maintain and. update. 


Q- 
RIC 


Txt Provided by ERIC 


These forms should be tested in several trial 


: Fung betore ney} are approved. © 


? 
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Pt, 


; Deveap the procedures for handling, ; 


processing, and distributing the data: 


This activity may be miftimal for those - 
LEA’ s having a manual Property account- 


ing system (no computers’ or ‘accounting 


machines involved). In this case, the data 


forms developed in ‘step 5 may also be the ° 
forms on which the data are stored and: - 


distributed. - 


Computer-based property accounting sys- 
tems will typically go. through a much more . 
lengthy Process, ” including developing da 
handling procedures, data-processing pi - 
grams, and output programs: 


™ 


‘ train all individuals responsible for supply-" 
ing data, ae data, dr compiling re 


ports.’ 


The purpose of this step is to auie that all. 
personnel who, acquire new responsibilities 


related to the property accounting system 
have an oppartunity to prepare for these 


Tesponsibilities. It also provides an oppor-’ 


tunity to familiarize staff members with any 
new terms or definitions Adopted from the 
handbook. . +e 
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gg. Test the. new. abt gecounting system. 
~~” Conduct:a trial run invelving: all methods, | 
. procedures, materials, and psople: in. "the: 
‘new systein—from collecting the data, 
(dummy data‘can be used) to compiling and 
: interpreting reports, This is an opportunity . 


“unnecessary data. items,” ‘and add. missing 
, data items, 


Implement the property accounting system. 


Once the trial run‘has been completed and ° 


necessary -' improvements. jin the system ~ 


'« made, the system is: now ready ‘for ‘ull 
" operation. Make the transfer from the old 
system (if any) to. ‘the new in a deliberate . 
‘and careful manher. If appropriate, utilize 

+ ~°. the old and new systems ehh until 

. the new system is effectively installed. 

— a 
ia continuously for ways'td improve the 

system. . 


Al, 


Keep fécoids up to ale at all times. Be 
Prompt in forwarding requested informa- 


« 


‘tion to others. Encourage all who operate or 


are served by.the information system to 
- evaluate its performance. continuously, In-,* 
iY this way, it can be mproved from time to 
time. « ’ 


in most LEA’s, the effective development of a 
“property accountirig system requires, a cortain 
amount of advance plannin 
among those who will perticihgie | in the recording 
and use of the property data. The steps. outlined . 
above, should serve to help LEA officials : organize 
their ideas and begin the planning Process. 


WHAT. KINDS OF PROPERTY - 
INFORMATION: ‘FILES SHOULD 
AN LEA HAVE? . 


\ 


$ an LEA. — to develop or improve a = 
prdgerty accountin 


8 system, one of the: principal 


° oo deciding how to organize the 


information files that support the system. As stated 
earlier in this chapter, property accounting systems 


, Usually focus on specific kinds of property. Some ; 
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and. coordination ° 
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* to: identify and “correct problems, temove 
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deal. with just ‘binldiings: others: wit byjldings and 
"sites. together:* Some focus on all Movable equip- 
ment, whi igeiters deal-only with special groups of . 
equipment such as “atidiovisual | equipment. Each © 
“type. of property accounting system usually re+ 
‘ quires its own information file. An LEA having 
* several property accounting systems may ‘therefore- 
" have several :property information files,seacti a 
_ dressing a different type-of property. Few LEA’s 
~ have a single property accounting system’ dealing | 
simultaneously with sites, buildings. Spaces * 
“(rpoms), and equipment. 

‘Property fifes can be’ fubet divided into two 
_atypes according to the source of their data. For the 
purposes, of this. handbook; they are. reférted to as 
. “derived” files and““original document” files. Origi- 
nal dogiient files: consist of | papers and docu- 
‘ments t ically oBtained: by the LEA in connection © 


With the acquisition of a property item. Examples 


‘ of these are deeds, building plans dftd specifica- 


tions, ‘and equipment warranties. 


Most. derived. 


* files consist of data copied from original docyment 


e*deeds, covenants, 


/ BS or data taken from inventory efforts. Derived 


es are usually more efficient and mofe flexible 
since they can. be designed by the LEA ‘to capture 
the precise information required by users of the 
file. Original document files aré sometimes more 
“cumbersome to store and use, but usually containa 
great deal of necessary information. 

The list below gives examples of original docu- 
- Ments usually available:in the LEA, although they 


may: be filed in several different foratone:: 


Ps a 


Sites: .# 


-@ su eys, plats, maps 


°. blueprints and specifications for amie: 
ments ' “ : 


# photographs, aerial or surface 
@ titles and abstracts 
© appraisals 


® insurance policies.on improvements: 
NOC: : 


Buildings and Spaces (Rooms): 
e blueprints and specifications (plans) 


@ photographs, drawings, renderings 


® contracts for construction, renovation 


. 


, 
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‘e Studies or surveys. of the: Building is in * 


operation | a oe. 


e documents relatedeto built-in equipment 


- prints, plans, specifications, ‘warranties . 
= (see: items under Equipment below) 


.@ insurance: olicies 
ee ee 
. Equipment: be 
+e bid specifications re © a" 
© bids > ; 
® contracts for purchase (if not in: 1 financial 
ve files) : y. >. 4 ’ iy , 
@ plans &. specifications ‘(arge. ‘equipment, 
drawings . : . we 
_ © photographs 


e operator manuals 


service (repair)- rmanuals ss 
e parts manuals 


e warranties 


a 


® vehicle titles and registrations a 
@ insutance policies =. - 


LEA's: may find it useful to gather into one 


‘locatiog as many ef these docyments as possible. A: 


centrally located: original document file: makes the 
‘information. on these documents more Teadily = 
ayailable to potential users within the agency. 

The most common derived file i based on 
an inventory listing. In fact, the simple inventory 
list isthe mst common form of property -file found 
in any LEA. The typical inventory list contains at 
i 1 th es id of information: . 


e “ie identification ‘number assigned to each 
item, 


_© a brief description oPeach item, 


© the original cost (actual cost, estimated cost; 
or appraised value—whichever is appropri- 
ate), and * ; 


t ey Z 
® the location of each item. 


¢ 


This type of file may be expanded by vollecting | 


“additional information when inventory is taken. 
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- ! Such files-may be.majritained manually ( handwrit-’ automated) should be designed and maintained to 

"4, , ten Or typed. documents that are filed manyally in a> conform:to at least the-genefal criteria listed belaw. 
+, desk sor cabinet) or -inan automated mode (on “LEA's: (and SEA‘éand FBA’s where applicable) 

_ ‘punched cards, computer tape,.or magnetic disk):-. should empt, wheréver possible, to further refine’ 
:The number of property items in the file:and the or totsul plement the‘ fatlowing criteria in.acoor- . 


- 


d 


“amount of data. collected for each item “usually dance. with their own particular needs and. 
. ‘determines whether. aa automatéd system is ‘cost * constraints... -°. at ger OT 5 ee 
- “+. effective, Pee ee ~ Wo a “— & = ee ; aus, 
“ "* AXn inventory. list containing only a few dasic:. I."In “désigning ° property files, consideration — 
..., items pf data can’ be useful in ge ing the principal should. be given to developing. information. . 
‘stewardship responsibilities of the LEA, Agno -fors oe ee 
“"* "ing what the LEA owns..and’ where it ig lodated.y * a ee ee - ae 
However, such a’ list usualy contains too little "© as many.of the daily activities ‘of property 
information to.effectivelysstpport other planning management as are practical “atid “useful... 
and control needs of the LEA. For this reason, ~*~ sSuch activities ‘can include. purchasing 
- "many LEA's gather additional: infarmation on « ” equipment, allocating equipment, schedul- * 
__ certain.types:of property. This additional gata is oy ing maintenance activities, planning and 
" usually «1) gathered during the inventory Process, «. -_‘Shanaging capital budgets, and evaluating - - 
* - (2) copied from the original property-related docu: operating costs. 7 , 
ments already on file (see the examples above), or. adie ica: fieqaeh wiuitce at ironene i. : “* 
(3) coflected during speciil studies and: or'data- * } 7 ee ‘. 
collection efforts.- When gathering more informa- iene ais Buch we aanaeak: ould: 
. , tion fora derived.file, the LEA must usually decide ue purchasing. sees, and TeOERANIZING 
how much information to duplicate from existing scheol petri yy be 
files onto the new ‘file: While it is inefficient‘to have + @ the other uses of property data, such as” 
_ the same information exist in more than one file ‘@ = summarizing and ‘reporting data to the ~ 
within the LEA, it may be equally inefficient to board of education, the ‘SEA, various 
have to h among several files to find all the . funding ‘agencies, and other public bodies. 
require rmfation for a giwen item or group of a a _ &. 
property Items. This is an extremely important 2. Property files should be designed to store 
‘decision, and'ng simple guideline for making the only enough’ information for anticipated 
3 decision exists each situation must be analyzed operating and reporting needs. an 
On its own merits. — ; - wane? ; a: 
_ For example, duplicatign of information from + | A common tendency is to design the files to 
originial documénts to derived files may be justified Store an excessive amount of detailed data, - 
when the storage place or method of access to the regardless of potential value and frequency 
original document ‘is not convenient to frequent of use. Files of this nature can crane MOTE. 
users of it’ information. Conversely, when such. than a ftasonable amount of effdrt “and 
- «documents are used infrequently, as are most deeds expense. to maintain. On the other hahd, the — 
and plats,-for example, it may be more efficient to files should have a sufficiently broad daga 
work directly with the original document ahd . base to avoid unnecessary and costly last- 
avoid duplication. minute" data-collection efforts. oe bus 
ie ei. - } , Some LEA's may wish, to establish special a 
GUIDELINES FOR DESIGNING historical ftlés for important data that arelno ¥ 
AND MAINTAINING PROPERTY longer needed in current activities. This frees 
INFORMATION: FILES the current files from the Glutter of old dath, 
i: oh mots | - while retaining these data for future jrefe = 
“Each LEA should have Properly organized . ence. : 
‘Property information files, since they are the heart rar 
of the property accounting system, Although the 3. Property files should be designed for easy 
size and content of these files will vary from LEA . . maintenance and updating, regardless of | ; 
>. “to LEA. all property files (whether manual or their content or the média on which, they are 
x pa , | ; , : 45 _ 
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CONSIDERATIONS FOR COLLEC TING AND USING: ‘PROPER FY INFORMA rlON. a aoe 8 ‘17 
net eee! ; a oe - 
"recorded (eg., paper. joins: computer cords, ; HANDBOOK LINK AGES:.., ;  # 


Las . 


< 


2 "computer tapes). 


Forms and tecords that permit easy dejetion 
of outdated, data and easy addition of new 
data are preferable to forms and reeords that - 
must be replaced or reorganized, each time a 
change in data i is necessary. 


ae Specific responsibility sould: Be. ‘gasigned. for 


ae 


‘maintenance of “the property: files, ‘and <a . 
fairly rigid ‘schedule of file maintenance » 
~ should be-established. 


a 


nag - The best  jitcentive for an organization. to 
‘maintain its property files adequately i is when 


‘ethe data contained therein are esgential, for” 
_ Successful, completion of the LBA’s respohsi- 
". , bilities (as :described in || “atsove).. :Proper 
design regarding | the ease of updates (as 


described in 3 above) al 
__. >.” good file maintenance. H 


cific ~ people. identified © as. résponsible Yoru, - 
keeping - the files: “curgent- -and..accurate. A -. 
predetermined file maintenance schedule (pe- 
‘riodic deadlines for adding new data and 
deleting old data) is helpful in many situa- . 


tions. 


‘contributes: to 


er, the key that. 
tiés these: incentives- together is to have sper 


USING DATA FROM — 


ee FILES = * 


“gay Sean 


The act. ‘of dialing infofmation ftom different’. - 


files or accounting | systems is ‘réfetted ‘to in -the - 


- handbook; Series as “tinking.” The following para- 
graphs” describe: Some basi¢ ‘corisiderations- for * 
AESIEnING linkages into a lai i Soe sys- a 
tem. fee 3 “et a 

~ infowiiation about education can. be divided - 
into a number of distinc cf categories, such as finan- - 


~ eial, property, staff, and student, The Handbooks, 


Records and Reparts Series) have been designed to 
address’ such ‘categories. For example, Handbook 


"IVR! addresses: staff information, Handbook VR! 
covers student ‘information, Handbook VI! per- -- 


_in the NCES handbook series (State Educational 7 


‘tains: to curriculum. and” instruction, and “Hahd- * 
-bodk X! covers educational technology. Figure. te 


illustrates: how these handbooks Felate to one ae 


-another. All LEA‘s have fecords’ that deal’ ‘with | 


Pe 
@ 
i 
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See appendix re full bittographic information on ae 


; handbook. or oe 
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ii |.—inferrelationships among SERRS handbooks" 
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= aoe % Handbook IVA + 
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Property 
information 
No (optional)' 
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Function Locetion of 
information and program assignment 


——— wD 
‘ Property Locajioh ~ . : 
identficatign — {site bldg ome ines * ; 
tNemeé and No} and ‘or room) property chpracte arics &. t 
wer mK _ ne é 
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Function 
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program 


teams 


_ describing 


an LfA 


Handbook VA 
"Student data 


Items 
describing 
a school 


Learner 
characteristica 


Learning 
feeources 
s 


Handbook VI en ee Heniteooh X 
Curriguium date ; Education technology’ 
* 1One of the best ways to link financial.and property files is through the Property identification number. This dimension (data - 
rtent) is not shown in HBLIR; but may be added when desirable. 

tHandbook X does not relate. diséctly to an education information ile as do the other handbooks shown here. It offers 


Jssomnoingy that is avery useful in ad data’ within property files. 
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infortnation from onle-or, more. of-these gategories. i 


zis, Same measure of current enrollment 


<The -largest LEA's: usually 
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"* Categories ip’ their information systems. 


; _ Ithas been suggested éarlier in this. chapter that 
ee LEA should minimize the duplication of © 


> information among files. However, to link tWo files” 


_ taggther,-a certain amount of duplication of infor- 
. ation is. necessary. Usually, one ar two key-data ... 


items are involved. Such data qtems aré-usually 
identified during the file design Process, and: the 
choice depends: entirely on the calculations and 
_- data comparisons in which the two 


; ; files are to be 
.. used: For. example, ih a ‘property file containing — 


include 4nost. of these _, 


“ACCOUNTING RECORDS: . -'’ 


oo FO  pROPERTY ACCOUNTING 


tOPERTY. ACCOUNTING RECORDS |. 
AS SUPPORT FOR FINANCIAL * 


a 


* €ertain’ property information can be used to 
_¢reate subsidiary records that support and explain. 


the dollar amounts s mmarized in the fixed-asset . ° 
Portion of an LEA's financial. accounting records, 
Information about each item of property (sites, 


~ buildings and/or equipment) is linked back tothe =~ | 


information - oh .an LEA's buildings, one of the ~ 


probable data items would be floor area, in:square 
" feet: (square meters). To calcul ¢ the: current 
square-feet-per-student.’ ratio a 
of attendance 
“~ “in that building is needed. Good practice would - 
» Suggest that enrollment; attendance information 


should: not be collected ‘ds part’ of the property: ° 


accounting system; since it is probably available jn 


other. partions of the LEA*s informatign | te eis SNC ie gna 
: = , pee _ and that the ‘financial accounting system ontain 
files---usually in the student file or attendance:file.... -*! is aneis’ accounting system contains 


“~ “The: enrollment; attendance information can be 
Tettieved from its file and related to the building 
area infotmation if: both files contain a building 
identification number. This builditf idemification: 

" ‘thumber is thes“link"/ between the files, 5 
-» Building numbers, site numbers, equipment ta 
-  - numbers, and ‘space (room).numbers, are excellent 


linking ‘data -items from the property files. Other. 
useful-links, though not: as Comimgn in property 


fixed-asset financial accounts, usually through a 


sittiple: code, such: as a ‘property identification. ° 
number. These subsidiary records can then béused SS 


» to provide ‘a detailed breakdown of the LEA’s . — i) 


any . building,.:, ; 


assets... . ee ee i ee 
—Edxerimple, assume that the Wheeter School 
Districthas a financial Accounting system that uses 


.-the general fixed-asset accounts: of Land; Build: - 


e 


files, are function godes, program codes, and’sub- 
. . . . e., . 


. vs 


ject-matter codes. 


The task of linking existing files is oftetsdifficull” 
since files and information systems -are, usually _ 


' developed in different departments of the LEA and 


at different times. The needs for. linking files - 


together are often not speeified. in advance, and tlie - 


proper data item “links”, are consequently: not 
included. A common result can be either excessive 
duplication of information among files, or the 
“inability to relate the information in-different files 
without a Wreat dea! of extra effort. Proper plan- 


ning in designing new information files or modify- -- 


“Ing existing ones may. provide significant benefits: 


(1) gicater avajlability of usable information,’ 
and — i ae 


s - . . 
(2) a reduction in time and money: spent on 
* _,_ collecting and storing duplicate data. 


ings,. Improvements Other Than Buildings, and ¢ | ; 
Equipment. ‘Assume that Wheeler shows & 
$300,000 baiance;in the land account on June 30 


no’ fhformation on the individual pieces of land, 
comprising: this total value. If, in the future, it” 
became necessaty:to describe ‘the-kinds of land - 


.Tepresented by the $300,000, : someOne. ifi the. - 


Wheeler administration would, after some search- 


‘ing, probably locate the necessary information. ‘|. ° 


However, as such requests: become more com- *- 


mon, not only for Land account, but also for - . 


Buildings, Improvements, and Equipment, it might 
be justifiable to rework the property Tiles so that... 
they would serve. as subsidiary records fo the 
genetal fixed-assets aceounts. In its simplest form, 
such “a: subsidiary record..for the Land account 
might contain the following information: 


» Location ~ 


101. Jones 'Scho8! Fourth & Main Sts. “1.5 | 

102 Smith School 5066 Maple Drive." 7.0 

103 Old Taylor U.S. Highway.89 *20.0 16,000 
~ Farm 


TOTALS == TOO" SH 


' Itis important that the total value shown on the 
subsidiary property record equals the value shown 


"inthe Land account in the financiat accounting 


system. This tells thé user that all parcels of land 


y 


are listed and accurately accounted for. Of course, 
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fe iy. a 


a: ‘CONSIDERATIONS, #OR COLL Eg. TING AND, USING. PROPERTY INFORMATION 


much | more saibemation thay_be stored ‘ih ihe. 
__.property f files than is shown here, pending on ‘the 
* » teeds arid’ the resources of the LEAL ; 

To develop a usefdl setiof subsidiary property 


'. records, the LEA, must ‘a a'method of maintain- 
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- ing agrecment between its financial accounts ‘and 
erty records. This suggests . 
‘that the property #ecords should be either main- 
_ tained or reviewed: periodically. by the accounting 
bade acs 


4 their cespectivg, ‘prop 
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wigs This chapter. ‘ontains a "classification. othe 

" pasic data. items recommended for’ the. thtablish: 
nae! maintenance of _ ptoperty accounting” 

_, systePhs. “This classification” can “be ‘tiSed ° ‘by any | 
., ' LEA, -public or private; ‘regardless of ‘sizes, and” 
_-Yeghrdless ” oS ‘whether its. accounting systems, are. - 


Glassification. to enhance@their ‘data: collection, 
oS tion. property. Agenciés ‘should -use ‘this classifica. 


tial for their property, accounting. purposes {sec . 
“Selecting: Data Items for a Property A Accounting - 
| Systém,”: p, :-#; ‘and “What Kinds of Property” 
; _ Information Files Shgpid a an Y LEA Have?,” p. 14), , 
; The. ars! items in i ihe chapter. are 
ae i = arene by the types .of property to: which they” 

2 ply; sites, buildings, spaces-(within. buildings),’ 


' “items: are grouped with othet* data of the same, 
-general.natuse. Examples of such group¥-are ‘Gen. 
4 eral Descriptive Information, Acquisition and. Cost,’ 
~ mation” ae 


- 


not list aff the’ property: terms. ‘Cotitained in this 
- handbook; instead,’ it lists on 


pare, : ment'of education property. Other property'terms, 
which do ‘not represent, stiggested data-items but 


“faccdunting,” ‘are either defined, in the’ Glossary or - 
are: discussed i in other, chapters. In-addition; chap: .. 
ter 6 repeats those daia items relating to property». 
, . Measures (e.g., length, area, cost) and, - Where” 
‘appropriate; offers further guidance for standard 
bg) izing ur asada “ 


oe 


2 Fur v 
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tion’ ‘4s a-shopping. list, selecting those i items essen- is 


ro 


. 


‘ and equipment: Within each type: of'property, datan— 


Bie ae ra - Chapter o -_ i a — pee . 
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CRITERIA. FOR. SELECTINGL DATA. . 
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ITEMS FORTHE HANDBOOK ~ ie : 


oe sess 


a Terby es uy pets 


Seucucn of [data ‘items for this, sdbock took - 


. Place in ‘two'stages. The first'stage: involved identi-- - : 


_- fication’ of potentially useful” data items through . 


7 compitter-based . or manual, Jt. addition, Sate, , 4 “Sonsideration of: 
Federal, and other educa agencies can use this) 


, ~@-who the ooicaiial users of ie informa-.: 
reporting,-and analysis functions relating to educa-* ae 


ion are (see chaptet 25: P. S)yrs 


tion might be {see chapter 3, p. 12), and 


then sre 4 sgn 


_e ‘need priority (the. overall importance of any, . 


mas ‘data item in eniibling an agency ‘to any out: 


ot is most ‘important Jojnote that siaphee 4dées * 


the terms that’ - 
" a “Tepresent suggested. data items. (that is, -items a 
information) that might be used in the mianage-_ 


” 


“Assist in; understanding the process of Property... 


wat Fnewiien a a 
Information. and Repajr and ‘Maintentance knfor-.. . frequericy. ofuse; — ro 


vale ie to be secured,” stored. updated: ind. 
, 2 interpreted" without unfessonable ss lac or 
gitort; ahs ee —_ 


an 


-. @ ‘incidence’ of actual use in a sample of cure 7 
ently oe property. aecourtns sysferh. e 16 


“The resujting datacom list should provide some 


assistance “in developing or” ‘improving property 
accounting systems.: Howevery seaders are cau- . 


tioned against indiscriminate adoption: of any data | 


should be supplemgnted: ‘ln Ail cases by careful io 


poe ae the list. Few-LEA’s willbe ableto useallor 
most of the data ‘given below,.. *And some 
LEA's will find that certain items they require’ may. 
hot be listed: Use of the data-itent classification list: 


« ‘what the’ potential. uses of property informa 


in ormation ‘should -be for o 


é 


it a 2 and 3... bos 
ao? 

EXPLANATION’ OF THE : 

. DATA-ITEM. CLASSE ICATION” 


.FORMAT. 


‘ : 


“The following section edplaius the fonual of the.. 


= classification. list presented in this chap- 
Figures 2 and 3 provide a ardphic summary of 
“this: discussion. 
“Bata Hen re a4 = 


m4 Within this handbook, “data item® refers to a 


of + single. unit Of information that provides part of the: 


* description of a piece of property. For exampl, 
cost, location, and ‘area of site are three data items 
* that, in part,: describe e (see data items 104 
Site location, 105 Area(of Site, and 121 Cost. of — 
‘.Site).. The data _items/ in’ this. handbook , have 
ae four components: a data-item reference number, 


ta entry.” 


a dats-item name, 4 date-item alist | and a 


; : * Date-ltem Reference Number. ‘The  left-most: 


column in the data-item. list contains each data 
item’s reference number. For example, i in data item 
"104. Site: Location, “104”: is the data-item 
| Feference numbet. This number is for reference 
" Purposes only: ‘particularly for Sromneretore ning: 


? 


F igure 2. Date-item cscicaiins format. 
Fe Unspecified data sae 


' 


# 108 AREA OF sir __ ’ 


» DATA- ITEM NAME- 


. a DAT. 
; * na: “~ 
. ‘\+ DATA: TEM : ‘NUMBER : 
tak ROMER 7 
| 7 
oF: ° ® 
a ed : ’ ' 
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" consideration of the guidelines set forth i in chapters : 
: sl 5. 


: data item. For example, “Site Location” ‘is the 


a : Lag 


Pia tg es, % PROPERTY ACCOUNTING: 


~ between’ the list i in chapter 4 and the definitions in 


_ Data-Item Name. This ‘i is the title given to ek 


data-item name ro data item 104, * 
Dite-ttem Definition. A, definition explaining — . 
the terms comprising the: -Wemte of cath data item: « 
and the kind-of information Spught by each data 
item is givén-in chapter 5. The right-most column 
in the data@item list below indicates the’ page 


. number on which ‘each definition can be found. © 


Le lot. 
ata Enity 


. ’ “Data entry,” as used in this handbook, tefersto . 


the actual information, either in numerical or 
alphabetic. ‘form, which - may be’ Collected © and 
- recorded for a given data item. Using data item 194 


7 Site Location . 46 an example, a site located at 


the’ corner of 12th and Main Streets would have | 

“12th Street and: Main,” or some similar variation | 
(“12th and Main”), as the data entry for data item 
104: For 104Area of Site, a site of 2. s acres would 
have ‘‘2.5’ Nag the data entry! 

, In both of the examples above, thie't type of data 
-entry is cither specified or ‘implied in the data-item . 
definition. However, for many data items, a list of ) 
seVeral alternative data entries are offered (see, for 
‘example, data items 106 Ownership of - Site 
and - 108 . Principat Use of Site). The ‘difference 
‘between. these two ‘types of data items. is that 
104 and 105 haye an unlimited range of data entry 
. Possibilities that eannot be specified in. , assimple 
list, while data items 106 and 108 have alimited ~ 
_humber of, data-entry alternatives that can be - 

fied arfd given standardized names, ‘codes, and 


- definitio 2 
definitions. Shrice the latter situation readily lends _ 


itself to the handbook’s abjectiv vg of compiling a. 
standardized | referetice work for property terms, 

_ data items for which all or most of the data entries ’ 
“can-be specified are. treated in this manner. Figures . . 
' 2 and 3 iflustrate differences between these two - 
- kinds of data items, and Their respective data en- 
tries, 
LEA's should use the specified tata-entry names 
-and/or codes . wherexthey apply, but may: add 
, additioga? data. entries where special circumstances. . 
render. the € apecified alternatives inapplicable. Most ~ 
. data ehtries in the: claqsification list th follow 


. 


al 5 * a “oS 
Dry : 


tay: three compo ents, a data-entry — a data- 
- om 5, 


a 


; cLAssifieATION OF PROPERIY.DALA Bg — . a8 — a a; 
Figure 3. ‘Data-item, clasificition format * a ee . = ae 
> Specified data entries - _ "a Bees - 
7 - PRINCIPAL USE OF SITE. . | XXX 
a ‘a ° »> , om 

p| "Education ’ of 

_ 4 a i . : . ot ie 

“ 2 + © Community .Services — XXX 


Investment 


Ts gpa. 


>/DATA-ITEM REFERENCE NUMBER 


“7? 


PAGE NUMBER 


° 


entry name, and a data-entry definition. Some data 
entries with obvious meanings are not defined. 


Yo 
. “ 


_ Data-Entry Code. The column ‘of numbers 

appearing under many data-item namés represent 

_ data-entry codes, Each code can be used fer. two 

: purposes: (a) for cross-referencing between the list 
in chapter 4 and the definitions in chaptef 5, and’ 

(b) for the actual coging of data on a data- 

collection form. Consistent use of these suggested 

* data-entry codes by LEA's cant help achieve arhigh 

degree of uniformity in their (and in the States’ and 

the Nation’s)'property. accounting information. As 

stated’ above, additional codes may be added to 4 


DATA-ITEM.IDENTIFICATION - 


DATA-ENTRY |' 
CODE 


DATA-ENTRY NAME 


DATA-ENTRY DEFINITION 
PAGE EMEER 


ey 
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Data-Entry Definition. A definition explaining |<: 
the kind of information represented by each data 4 
entry is given in chapter 5. The right-hand column — 
in the list below indicates the page’ number on 


which each définition can be found. . 


CLASSIFICATION OF 
DATA LTEMS 
¢ 
‘Data’ items - listed and. classified “below are’ . 
grouped according to the type of property to whieh - 


they apply: ° 
: given data item, but existing codes should not be © 7 - 7 
altered in‘any way that would prevent the new code 100 eclee SITES 
&. ftom relating -back. to the oginal code as piven in 200 Series: BUILDINGS — 
| this nandbooks 300 Series. SPACES (within Buildirfys)  .* 
a ne 400 Series: : EQUIPMENT 
Pm DatagEntry Name Following each rere ; 
* code is the dafa-entry name. L EA’s operating . All data items and data entries given below are 
“manual accounting systems may, in many cases, defined in chapter 5, except for those data entries 
prefer tp enter the data-entry-name in their recor requiting no définition. Such data entries are . 
, rather than the corresponding code. Some may uses’ indicated with “ND” (Not, Defined) in the right- 
. . both, “i ‘hand column. . e =. ao. 
a i) ; 7 - (le , . to. ; . ; ; oe . 
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. Classification ‘of Data Items and Entries, wn Index eae 


Reference . Data-Itent Name". t ~ & Definition 
number’, Data-Entiy Code and Name \. ge ee ‘page number ; 
. +100 ‘Series: SITES . a ee ee rr eos 
‘ ; ‘ ; - } | _ oe a " 7 a aoe ie 3 wag 5 ." 
. et SITE IDENTIFICATION — "* - Oo Tek 
rll’ SITENUMBER’ )) 0 a | 4 sa 
102 SITE ADDITION NUMBER Cy, ye iy gl 
0 ORIGINAL © oe A (ND 
| FIRST ADDITION _ ~~, Se ND 
2. SECOND ADDITION > _ ND 
_ (ETC) | ; = . ND 
‘103 SITE NAME ox ;: = | 4] 
104 SITE LOCATION ; ; 41 
, — GENERAL DESCRIPTIVE INKORMATION — ~ , me 
o.* 
105 - AREA OF SITE Oe 42 
106 OWNERSHIP OF SITE. , 42 7 
_ _ vt. LEA-OWNED. _ 42 
2.» MUNICIPALLY OWNED : | * 42, 
.: 3) AUTHORITY-OWNED 4 . 42, 
a 4 OTHER PUBLIC OWNERSHIP 42 
- 5  ‘NONPUBLICLY OWNED: * _ 42 
_ 1/6, . SHARED-OWNERSHIP a 7 42 es 
9 OTHER . Np 
107?) SPECIAL-DEED RESTRICTIONS =~ | 42 
108 PRINCIPAL USE OF SITE j a 42 
1 EDU@ATION ee . 3 42 
2 COMMUNITY SERVICES © ~ | . 420 * 
3. INVESTMENT ~ 42 
4 NOTIN USE 42 Ye 
9 OTHER a * ND 
109 CAPACITY OF PAVED PARKING.AREAS OW SITE - 4 
110 CAPACITY OF UNPAVED PARKING AREAS ON SITE + 42 
I sa OF AVAILABLE PARKING AREAS OFF SITE ; 43 
(112) EASEMENTS — : 43 
ES AND SPECIAL. AREAS ONSITE — 
a 
113 TRUCTURE (EXCLUDING BUILDINGS) OR SPECIAL ‘ 
43 
“+ OF | FOOTBALL FIELD _ 43° 
020 ‘BASBBALL FIELD . 43 
03. SOCCER FIELD ' \ : 43 
04" MULTIPURPOSE FIELD * 43 
It > BASKETBALL COURT : c+ = 43. 
me 12 VOLLEYBALL COURT . e 8 . 43. 
; _ ou f) ‘ , 
2. = | ° 7 ag oy 
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w etn a 
TENNIS “COURT 
HANDBALL COURT 
MULTIPURPOSB, COU 
PAVED PLAYG! 


UNPAVED PLAYGROUND 


PRESCHOOL #LAYGROUND 
JRACK AND. FIELD AREA 
RUNNING TRAGK : 
* OBSTACLE COURSE .- 
ARCHERY RANGE 


‘RIFLE/SHOOTING RANGE 


SWIMMING POOL 
WADING POOL 

DRIVER TRAINING RANGE 
ICE RINK 

OUTDOOR CLASSROOM 


“CAMPSITE 
. AGRICULTSRAL AREA 


ANIMAL HUSBANDRY AREA 


HORTICUL TURE/ARBORICULTURE AREA 
OTHER STRUCTURE OR SPECIAL AREA 
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+ 25 
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‘ . Definition 


. Page number 


NUMBER OF STRUCTURES OR SPECIAL AREAS OF A GIVEN TYPE 
PARTICIPANT CAPACITY OF STRUCTURES) OR SPECIAL AREA(S) ~ 
se ae CAPACITY OF STRUCTURE(S) OR SPECIAL AREA(S) 


TYPE OF STRUCTURE excep BUILDING) OR SPECIAL 


a STRUCTURES|AND SPECIAL AREAS-OFF SITE — 


AREA OFF SITE 
NUMBER OF STRUCTURES OR SPECIAL AREAS OF A GIVEN TYPE 
PARTICIPANT CAPACITY OF S$TRUCTURE(S) OR SPECIAL AREA(S) 


— SITE ae AND COST INFORMA TION— 


METHOD OF SITE ACQUISITION 


Bumh wa 


PURCHASE 
LEASE = 
* LOAN -” ’ “ 
GIFT | ee 
PROPERTY EXCHANGE 
BOUNDARY CHANGE 
‘ OTHER 
DATE OF SITE ACQUISITION 
COST OF SITE ACQUISITION 


ANNUAL COST OF SITE LEASE _ 
TEBM OF SITE LEASE 


- SOURCE OF FUNDS FOR SITE ACQUISITION : 


_ MARKET VALUE OF SITE 
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; SPECTATOR maven feet STE OIUpEl=) OR SPECIAL AREA(S) 
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26 _ : : PROPERTY ACCOUNTING 
_ Reference | Data-Item Name; ’ 7 7 Hala 
_) + Aumber Data-Entry Code.and Name - _ . * page nun\ber 

- 100 Series: SITES—Cantinued | C . 

128 METHOD OF ESTIMATING MARKET VALUE "460 

| APPRAISAL. > ae ae 

2‘ SALE PRICE P } F 46 \ a 

3 OFFER TO.PURCHASE .— . . 3 46 y 

9 OTHER ye 8 ND. 


* 


— SITE IMPROVEMENT INFORMAIJON — 


-129 NATURE OF SITE IMPROVEMENT “ : : 46 


130 DATE OF SITE IMPROVEMENT 47 
131 COST OF SITE IMPROVEMENT , . AT 


= SITE MA mvrenawcl INFORMATION — a 

rate EXPLANATION of SlrE MAINTENANCE OR OTHER WORK PERFORMED 47 
'-.1 133. DATE SITE MAINTENANCE OR OTHER WORK COMPLETED 47 
134 COST OF SITE MAINTENANCE OR OTHER WORK at 


t 


_ DISPQSITION OF SITE — 


f 


135 “AREA OF SITE DISPOSED 47 
136 - REASON FOR SITE DISPOSITION 47 
-. |  NO.LONGER USEFUL ; a ND 
_2. END OF LEASE . * . - 47 
° 3 LOAN RECALLED ; ~ * 48 
9- OTHER ‘ND 
137. DATE OF SITE DISPOSITION | : 48 
138 METHOD OF SITE DISPOSITIO . . 
s | SALE ; 
2 GIFT came ; 4 
3 ‘TURN TO LENDER OR LESSOR . — 48 
9 “OTMNER . . ND 
139 NET PROCBEDS-FROM SITE DISPOSITION ~ 48 
140 . [RECEIVING FUND FOR SITE-DISPOSITION PROCEEDS 48°’ 
200 Series: BUILDINGS A 


> 


— BUILDING IDENTIFICATION — 


201 BUILDING NUMBER : 8 ag 


202. , BUILDING ADDITION CODE _ "49 
: hog ORIGINAL BUILDING ‘ ND 
_ 1° FIRST ADDITION e «| ND 
« ™2 SECOND ADDITION: . _ # ND 
... (ETC) ; 2 ND 
- 203. BUILDING NAME ) . 49 
204 = SCHOOL OR OTHER OPERATIONAL UNIT NAME < a 49. 
‘<) : | © r : F Pr ° 
4 Fy . 


_ CLASSIFICATION OF PROPERTY DATA _ 


we 
a 


Deja ‘Data-Item Naina: _ a | , Deftnition 
‘number Data-Entty Code gnd Name * a, . Page number - 
20$: SCHOOL OR OTHER OPERATIONAL-UNIT NUMBER a) - 49 
206 BUILDING LOCATION a co Fw 49 


4 ¥ 7 we - 
. - : : + oe : ‘ 


e 28 _ ee DESCRIPTI VE INFORMA eG 


"207 TYPE-OF: BUILDING DESIGN 2 “49 
- 01 GENERAL EDUCATION BUILDING 49 Ps 
im * 02. INSTRUCTION BUILDING $0 
_ 03 ADMINISTRATION-BUILDING’ “ . ~ 50 
- 04 LEARNING RESOURCES BUILDING > 3 ~ . 4 50, 
on 0S ATHLETIC BUILDING . | 50 
oy 06 « AUDITORIUM BUILDING . me 50 
OS . -07 FOOD SERVICE BUILDING ; _ _ 50 
: It MECHANICAL SERVICES BUILDING — 50. 
8 . 12° VEHICLE GARAGE ae = "50 
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~ Data-Item Name;v . “ Definition 
-. -Data-Entry Code and Name page number. 
UIPMENT —Continued a, _— 
_ 7: CONSTRUCTION BY LEA PERSONNEL a ee’: 
9 OTHER ; . ND 
_ DATE OF EQUIPMENT ACQUISITION — 82. 
COST OF EQUIPMENT ACQUISITION - a - 82 
ANNUAL COST OF EQUIPMENT LEASE. a - a 82 
TERM OF EQUIPMENT LEASE - —_ . 82 
- SOURCE OF FUNDS FOR EQUIPMENT ACQUISITION 83 4. 
' NUMBER OF UNITS (EQUIPMENT DER GRQUP CONTROL). 83 | 


UNIT OF MEASURE (EQUIPMENT UNDER GROUP CONTROL) 83 


RX 


« ~“ 


— EQUIPMENT REPAIR io Vig NCE INFORMATION — 
CONDITION OF EQUIPMENT : 84 


MAINTENANCE: ‘SCHEDULE - - 84 

1, ANNUALLY : 2 . ‘ND 

2 QUARTERLY | |... ND 

3 MONTHLY: ° - 3. * 2 ' ND 

4° WEEKLY ~ \ 7  oND 

. 5, AFTER EACH USE ,, . , | ND 
9 OTHER le J? ND 


EXPLANATION OF EQUIPMENT REPAIR OR MAINTENANCE -@ 3 


WORK PERFORMED 84 
‘1 ‘REPAIR a, a 84 
2 REBUILD. ; 7 i 84 
3. -MODIFICATION —_ . a 4 ee "84 
4. MAINTENANCE —. ra . 84 
9 OTHER ND 


DATE EQUIPMENT REPAIR i MAINTENANCE WORK COMEEETED (84. 


| SINGLE ITEM” | ND 
2 PAIRS a os - "= ND 
q 3° SETS i aa | '* ND 
4 KITS. . ND | 
AVERAGE UNIT COST (EQUIPMENT UNDER GROUP CONTROL 83 
EXPECTED USEFUL LIFE GF EQUIPMENT 83 
DEPRECIATION METHOD _ - 83 
BOOK VALUE OF EQUIPMENT tee . 83 
MARKET VALUE OF EQUIPMENT J. 7 8B 
METHOD.OF ESTIMATING MARKET VALUE ., 3 - 83 
* 1,’ APPRAISAL ; 7 83 
2, SALE PRICE — : 83 
3 | .OFFER-TO PURCHASE 2 Pa. 83 
. .9° OTHER ~ * ND 
REPLACEMENT COST OF EQUIPMENT ; : ~ Bae. it 
. METHOD OF ESTIMATING REPLACEMENT COST : Me « 83 
| BID OR QUOTE ee . 83 | 
9 OTHER > ND 
INSURED. VALUE OF couinenr 83 
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RECEIVING FUND FOR EQUIP 


Data-Item Name; 
Peeeny Code and Name 


COST OF EQUIPMENT, REPAIR OR MAINTENANCE WORK 
EQUIPMENT WARRANTY EXPIRATION DATE 


ee 


REASON FOR EQUIPMENT:DISPOSITION 
TECHNICAL OBSOLESCENCE __ - 
NO LONGER SERVICEABLE ’ 


NOT COST EFFECTIVE 
THEFT OR VANDALISM 
CASUALTY LOSS 


LOAN RECALLED 


4 
- DISPOSITION. OF EQUIPMENT _* 


NO LONGER NEEDED BY LEA | 


| 
2 
3 
4 
5 
6 END OF LEASE 
: 
8 
49 


‘OTHER ‘ 


DATE OF EQUIPMENT DISPOSITION as 
METHOD OF Sent DISPOSITION 


SALE 
LOSS BY THEFT 
GIFT 


SCRAPPED 
TRADE-IN 
OTHER 


CAUNeBwn He 


Z 


RETURNED TO LENDER OR LESSOR 


‘ 


NET PROCEEDS FROM EQUIPMENT DISPOSITION 
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ioe ; >” Chapter5 a 
"Pa DEFINITIONS OF PROPERTY DATA “oy . 
__ + This chapter contains the definitions of the prop- 7 100-SERIES: SITES See oP 2 inane 
esate erty-data items ‘presénted’ in ‘chapter'4. “A descrip- A site is a piece of land and all improvements! to _ 
tion of the classification and numbering system for-. . it other than buildings? ye eee? ? 
2 these terms is presented in the introductory section The following set of data items are desig@i sO 
.of chapter 4p 2b . that’ data on each site addition can be recorded ¢ 
ts es separately from data on the original site and other 
.” Some of the data items and definitions in this ~site additions, if so desired. Also, the following data 
. chapter are also dealt’ with in chapter 6, MEA- _ items ill accommodate information ‘ON: Sites 
SURES RELATING TO SCHOOL PROPERTY. - owned, leased, controlled, or otherwise used by + 
Such data items,relate to units of measure, such as LEA's. oe a ee Hh oi 
“cost, capacity, and floor area. The definitions ‘ip When recording data that may change from time 
chapter 5 should provide a basic understandingof . 0 time, inclusion of the data-collection datem ybe 
these terms, and the additional information in . Useful. Users can then determine the timeliness of 
chapter 6 should aid in more precisely defining the data. (See tema (08 and 127 for SxAMplcs of . 
these terms for data-collection purposes. All defini’ such data.) * a . 7 
tions in this.chapter that are supplemented in §©=—————— a Te eee 
chapter 6 are noted by the parenthetical expression Pet ic item 1290n p.46 Provies.a definition of site wprove- 
“(See p. 000.in chapter 6)” * . Definition of a “building” ison p.4g.. : 
"Name and Definition of Data Items and Entry Codes f a 
We. 2 Reference egy e. * i “a 
es ttre OS al pees . ; ind 
er “nuthber  Batatten-Name hd Definition, DataBitry Code, Name, and Definition 
100 Series: SITES a RG OO” ee 
“ 9, ~ SITE IDENTIFICATION ~ = «& er. 7 
101 @ SITE NUMBER — A numerical designation-of a site. - 2 ae 
/ 102 - SITE ADDITION NUMBER — A numérica} designation identifying a site as either an origi- - 
. a nal site or an addition toa site. Site additions are numbered in the order they are acquired. . 
Mi ~". » The following codes are suggested: - . oe 
0.. ORIGINAL : a ' 
? +1 “FIRST ADDITION fpgte %) * 7 
ap } 2 :SECOND ADDITION e = ee ee 
... ,(ETC.) -_ 2, -' 
: os 8 s. gs . : : 
(03 SITE. NAME — Name of site, if any. . a oe 
' "106" site LOCATION —. The street address of a site or the pest available description of its loca- 
tion » wee y a 
ai oe ae “ 4 ; 
: o. * a - 7 ae 40 a4 <i _ 
ENC oe ke ck Se, one. a 
mcm | ; ih | a ee 
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. ae ao 7 E _ ¢ PROPERTY ACCOUNTING 
Retargice | - | | -_ | 
f number Data- Item Name and Definition; Data Entry Code, Name, and Definition 7 
100 Series: SITES — Continued © °° | 
— GENERAL DESCRIPTI VE INFORMA TION — ee = 


105. AREA OF SITE — The total number of developed and undeveloped acres (hectares) in a 
site to the nearest tenth, including areas occupied by buildings, walks, drives, parking facili- 
ties, and other improvements to site. If a school uses more than one piece of Jand, the area 
may be the sum of the acres in the several pieces, or a separate record “c created for 

. each piece. . i 9 

/ 106 OWNERS HIP OF SITE’ — A dedenation ‘of the agency dt other entity owning the site, The 
. following codes’ are suggested: . 
| > LEA-OWNED — owned by the LEA or under its conti 


She oes 
Da Soha 


, purchase, ’ T 
a 2 MUNICIPALLY OWNED — owned by a aiaeal unit of government. (not the 
- * ; _ unit operating the schools) and used for -LEA purposes: , 
i @ a 3 ~ AUTHORITY- OWNED -— qwned by a public school hgusing an tio for 
a ~~tEA purposes. * 
- - 4 OTHER PUBLIC OWNERSHIP - — owned: by a eine: Sue: Federal, or ther 
see governmental agency and used for LEA purposes. — 
, a: [NONPUBLICLY OWNED — other than publicly owned, and ‘aad 4 by an LEA or 


under its jurisdiction for LEA purposes. a 
"6 SHARED OWNERSHIP — owned by t two or more a ies, public or private. 
” 9 OTHER ~ - ' | _ 
107 _ SPECIAL DEED RESTRICTIONS — A biet summary of any reve iow clause conditions ; 
"given in thevdeed, or of any, other special restrict#ons on use. of ,the site. - i oe 
108 PRINCIPAL USE OF SITE — The primary purpose for which a site is 5 currently used, 
whether improved or vacant. The following codes ate suggested: 
1“ EDUCATION — used primarily for instructional purposes, or purposes which 
‘support the instruction function. ’ ra dati 
ae COMMUNITY SERVICES — used primarily for noninstructionai services Pro- 
_Nided by the LEA to the community, such ‘as‘recreation or health services. 
: a “4NVESTMENT? — held primarily in antigpation of gain from ’ fyture sale; or 
_ rentéd or leased... \ 
4 NOT IN USE — used neither by the LEA nor ay sie education agency or com- 
mynity organization ; and not held for lnvesment purposes ise data entry ° aoe), 
3 > 9 OTHER : 
109 .- CAPACITY OF PAVED PARKING AREAS ON SITE — The total number of vehicles 
"| that ¢an he parked on all paved parking ateas on the site under no oe conditions (without 
crowding and allowing for normal access and egress). Capacity shodld be actepined | based 
on the type of vehicle normally parked in each paved arear(auto, bus, tc.). Parking areas on 
streets should not ‘be counted. ; 
- 110 CAPACITY OF UNPAVED PARKING AREAS.ON SITE — The total number of vehicles 
4 ) 2 that can be parked on all unpaved parking-areas on the site under normal conditions (with- 
: P “ ‘ a ; 7 
. ‘Ownership of land for the purpose of investment is legal in sone sates and not legal in others. - : 
RC we — 46 


; y) 


up “pose for which: it is used; or, aiy atea whose use is limited by unique features or characteris- | - 


\ . ! : ate oS . Bs eh cas : ; " a 
- “ ; ae j ” 
ac 


« di : 7 . 
' - 2 
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~ Reference 


—— number’ _Data-item Name and Definition; Data-Entry Code, Name, and Definition 


f 


out crowding and allowing doen access and egress), Capacity should be determined based 
on the type of vehicle normally parked in each unpaved area auto, out etc. ). Parking areas 
on streets or roads should not be*countted.. . 


- 5, . “j ber of vehicles (typically automobiles) that can be parked irt areas not owned, leased, -rented, | 
re or otherwise controlled by the LEA, -but are parked near this site and are available to LEA 
; Students or ‘employees. Parking areas on streets should not bg counted. 


112 ; EASEMENTS — A description ‘of.the type of easements thgt affect a site, including igtees 


? . ae allowing other pares to use LEA sites and ‘agreements allowing the LEA to use the 


=< . | 1 sites of others, a4 ; . re 8 


- 


8 


. — STRUCTURES AND SPECIAL AREAS ON SITE — 


NOTE —< Data items 113 sirough 115 apply to each separate type. of structure or special area. For exam-@ 
ple, should a site contain two baseball fields, it is possible to account for both with one set of entries: data 
item 113 would be 62 Baseball Field, data item/i 
the participant capacity of the two fields, an t item 116 would show the ‘coinbined seating capacity . 
of the two fields, if any. It is also possibleto ; each baseball field separately by completing data : 
tems 113, 115, and 116 twice, once for each field. (Data'i I] ould be unnecessary in this case, since 

it would always be “one.”) . ’ ' 


a 


+ 


113 TYPE oF STRUCTURE (EXCLUDIN ILDINGS) OR SPECIAL AREA ON SITE — 
Any structure other than a building or part bf a building (buildings. are accounted for in the 
2, ’ «200 Series); any area et on design, arrangements, or construction for the pur- 


. tics that can be used for educationg}, recreational, or community purposes and is located on 


‘a site owned, leased, rented, or otherwise controlled by the LEA. The purpose’ of this data’ | 


- item is to classify-structures and areas kpsint aie to design or physical characteristics, not 
according to current use. Thus, an open field used for occasional football games would not 
__. be recorded as 01 ‘Football Field, but either as 04 Multipurpose Field or 22 Unpaved Play- 

oe ground. Or, it might not be recorded as a special area at.all if it is not used very often. 


‘Below are listed some of the more common structures and special areas. The agcompanying . 


; wes codes are suggested: : 
= = 01 | FOOTBALL FIELD — an area constructed exclusive Mas atbally +, 
_— 02. BASEBALL FIELD — an area constructed eXclusi i¢ball. “ 


04 squunisuakbere FIELD — an area cow@ructed.t acGommodate two or mdre 
. Activities, such as those in data entries 01-@B. Pe xe 


I! BASKETBALL COURT — an aréa constgucted exclusively for basketball. 
_ te. 12. VOLLEYBALL COURT — an area constrycted exclusively for aed . 


ve 13. . TENNIS COURT — an area constructed exolusively for tennis; 


Ee * oh ee es a 


‘ 14 |. HANDBALL COURT — a structure constructed exclusively for handbalk: 


se 15 MULTIPURPOSE COURT — a structure constructed to serve alternately two or 
"+. * more activities, suchas those in data eritries J I-14. 


21 PAVED PLAYGROUND — A paved area nat designed for snecitie; court games (as 
in data entries te 14) but meant: fot individual or open activities, 


ye 


* 
aga Ta 
. 


| 1 {CAPACITY OF AVAILABLE PARKING AREAS OFF SITE — The estimated total n num- | 


44 
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4 


se 22. UNPAVED PLAYGROUND. - an unpaved area used primarily durit 


i . , 7 os ° : 


a 4 : x . se 
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an 


vol ‘ 
Z “- hours tor recess or play -périods. It is usually. smaller than a multipurfose field- \ 


‘ (04),-aecommodating small group. activities such as kickball, dodgeball, or tag, 


* 4 rather than team sports requiring more space such as fogtball or softball. 


23. PRESCHOOL PLAYGROUND - an area constructed éspecially for preschool- 
, aged children. Such areas are typically fenced and ¢ontain play equipment ~ 
suitable for preschool children. ee [ So 
“31° TRACK AND FIEL AREA .- anarea constructed to accommodate most or all 
of the sports‘activities associated with track and field, such as foot racing, high-' . 
_ Jumping, pole vaulting, longjumping, and discus and javelin throwing. pS 
32. RUNNING TRACK | an area arranged or constructed to accommodate foot 
racing, jogging, ‘or gther running activities: this area is not construct ggg é 
commodate the siuehuclinies associated with track:and field évents. 
33, OBSTACLE COURSE | anared, usually consisting of several special structures, 
items of equipment, and/or special site features (hills, streams), constructed for 
"the purpose of exercise through a number of runfling, jumping, climbing, and 
similar activities.” *y a , 
34 ARCHERY RANGE ~ ah area constructed for al activities. =, . 
35. -RIFLE/SHOOTING RANGE oe an area constrif¢ted ‘fokthe firing of firearms. 
36° SWIMMING POOL ..a Structure constructed for swim 
"activities. 


eg and diving 
37.» WADING ROOL.. .a structure constructed for wading activities, usually for 
: small childien. — r ' 
38 DRIVER “TRAINING RANGE an area designed for driver training and/or 
testing... ee . .. = tn 
. 39° ACE RINK -. anarea constructed for ice skating.. 


41 QGFDOOR CLASSROOM ‘an area or structure (excluding buildings) that 


* es 7 can accommodate instruction activitiesyin a classroom formats examples of such 


instructional activities are art activities or nature; ecology activities. 
. 42 CAMPSITE - an agea designed for camping. activities. a ay E 
43 “AGRICULTURAL AREA. a designated area for growing food or learning 
about other agricultural activities, a ae 
44 ¢ ANIMAL. HUSBANDRY AREA ~ an area containing certain. structures. or 
, equipment pertaining to animal husbandry, including pastures, stock ‘pens, or 
Other enclosures other than buildings. ¥ . 
45 H RTICULTURE/ARBORICULTURE AREA -- an area designed to grow or 
display Various species. of plants and trees for educational purposes. an 
99 . OTHER STRUCTURE OR SPECIAI.AREA - anystructure or special area not 
“given above. : a 
NUMBER OF STRUCTURES OR SPECIAL AREAS OFAGIVENTYPE | The 
of structures or. special dreas of the type indicated in data item 113 and on this sit. 
data item may b¢ eliminaged from the site record if each individual structure or bpeci 
is recorded separately (see NOTE preceding data item 113 for an explanation o 


a ana re / 


~ = 
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. Reference. _ “4 -_ 
2 number Data- Item Name and Definition Davo-Entry Code, Name, and Definition 


1s: PARTICIPANT CAPACITY G STRUCTURE(S) OR SPECIAL AREA(S) — The num- 
ce 4 ber of individuals who can use this structure or special area at one time, under ndrmal con- 
ditions. Where’ spectators may be involved, epecialy U in athletic events, exclude apesiator 

capacity and. record it in data item 116. 


i 6 SPECTATOR CAPACITY ‘OF STRUCTURE(S) OR SPECIALA AR EA(S) —~ The number 
of individuals who can be accommodated in a ndrmal fashion for the purpose of watching’ 


an event or activity taking place -within this structure or’ i a area. This will ceded ape 
td those Steines or special areas dnvalved with apOr mye 


- STRUC TURES OR SPECIAL AREAS OFF SITE _-— 


Aa NOTE - -. Data items “1,17 through 120 apply to structures: (excluding outlaings or special areas that are 
used by the LEA for educational, recreational; or community purposes; but are on a site that is not ‘owned; 

’ leased, rented, or otherwise controlled by the LEA:(such as the tennis courts ina city-owned park or the. 

” football field at a” neighboring college). Information about such structures or special-areas should: be 


“ ‘which they are most often used, Such information should. be ‘recorded only ance. 


117 TYPE OF STRUCTURE (EXCLUDING BUILDINGS) OR SPECIALAREA OFF SITE. — 
-4 "Any structure other than a building or part of a building (buildings are accotinted for in the 
as . 200 Series), any area requiring special design, arrangements, or construction for the purpose 
for which it is used; or, any area which is limited in use-by unique features or characteristies, 
; _ which is ‘not located on a site owned, leased, rented; or otherwise controlled by the LEA. 
ae The purpose of. this data is to classify structéres an@ areas according to. désign or physical 
characteristics, not: according to current.use. Thus, an open field used for occasional foot- 


recogded along with the information about the site.to which they are most. directly associated or from ie 


- ball-games would not be recorded as Ol Football Field, but rather as 04 Multipurpose Field. | 


* or 22 Unpaved" Eeyeround: Or, it might not™be recorded as a penal area at all if it is not 
“used very often. © 


used here. 
SIVEN TYPE — See the defi- 


The same codes and definitions presepted i in data item 1i3 may 


. tts ‘NUMBER OF STRUCTURES OR SrEGlAl AREAS OF A 
nition for data item 114. 


119 - PARTICIPANT. capacity | OF STRUCTURE(S) OR SPECIAL AREA(S), — See defjni- 
_tion for data item E15. , 


120° “SPECTATOR CAPACITY 8 STRUCTURE(S) OR SPECIAL AREA) —_ See the defi- ; 
* nition for data a 116. | Ys 


— SITE ACQUISITION AND cost INFORMA aN _ 


“120 " METHOD. OF SITE ACQUISITION ~ Te means by which a site or site addition \ was ae 
+ tained for, use -by.an LEA: The fotlowing codes are ‘suggested: 

I. RCHASE -.. obtained in exchange for cash pr other valuable somiastauan! | 

, except property? 7, uo ; , 

2 LEASE ae - obtained from the owner for a fixed period of time in consider- 


ation for periodic cash paythents. Lease; purchase is included here until purchase 
is complete. 


"3 LOAN. obtained for temporary use, either at no cost S for a token amount. 
= .. 4 GIFT - obtained penmancetly. without compensation. 


t . : ? 
“4 oat 2 7 “oe . 
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Reference kale 
number Data-ltem Name and Definition; [Data- “Entry Code, Name, and. Definition cr ee 


. 100 Series: SITES - — Continued - "4 a 


: a S$) PROPERTY EXCHANGE — traded for another site or itemi of in 
ee Ps BOUND; RY CHANGE ~~ appropriation of a site through the expansion of LEA 
boundaries, including annexation, consolidation, or reorganization. 
9 OTHER *. ’ 
122. DATE OF SITE ACQUISITION — The datea site or site addition was obtained’by the LEA, 
expressed in month-day-year. fashion. For ledsed or rented property, the date is that on which 
_ . .- . the lease or rent began. | 
_ 123. COST OF SITE ACQUISITION -- - Phe original purchase price saith by the LEA for land 
Le " * and all improvements to the land existing at the time of purchase, plus all costs related to’ 
acquiring title to the Site. (See Cost of Site Acquisition i in chapter 6, p. 93) | 
124 - ANNUAL COST OF. SITE LEASE . — The total lease cost or rent, in dollars, fora gai 
. 2 eG | period. ¥ 
125.. TERM OF SITE LEASE -.. The period for which a lease is in force, expressed in; years, 
= . months, of a combination of both. — 
126. SOURCE OF FUNDS FOR SITE ACQUISITION — The agency, governmental or. pathiels : 
. ‘wise, wh¥ch appropriated-the money used to acquire, lease, or rertt a site. This data-item ~ 
should be compatible with the source of funds dimension used in the LEA’s financial ac-. 
counting system.-There may be more than one source of funds for a given ‘acquisition. 
. 127 MARKET VALUE OF SITE —- The apprawed ‘or estimated dollar value for which a site cur- 
. rently could be sold. A recent pilnehaee, or Sale price of a similar item would be a good 
approximation. 
‘128. METHOD OF ESTIMATING MARKET VALUE —— The’ means: aby which a current market: 
value 1 is established. The following eodes are ‘suggested: » 


| APERAISAL | ~ a judgment. of value by a person trained or experienced i in deter- 
mining property values: 


2 SALE PRICE _- the price. at which ¢ a similar site was sold. 


OFF ER TO PURCHASE . -a legal document. representing an offer ta pisclae . 
‘the site. ; 


9 OTHER 


— SITE IMPRO VEMENT INFORMATION — 


~ | NOTE — Data items. 129, 130. and 131 apply, to each separate site improvement added to a site after the 
. site was acquired by the LEA. All three data items should: be completed for each such site improvement 
that algal alters the site, has significant cost to the LEA, or tallies any of the data in the property. - 
“accounting system to change. * 7 


_ This section also may be used to, record information on improvements ‘present at the time the site was 
' aequired, and ‘to record information on LEA- financed i improvements to sites not owned by the HEA (off 
site improvements). * 


129 NATURE OF SITE IMPROVEMENT — A description of the type of i improvement made ta 
a site or site addition. Improvements consist of work performed upon the. site and its adja- 
cent ways after acquisition nile LEA, including grading, landscaping, seeding, and plant- : 
ing of shrubs and trees; con Ucting new sidewalks, eee overpasses, retaining walls, 


ERIC gi, ae we 
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. sewers, and stor drains; cAieialting water mains, field ieee and sprinkling systems, 
» ° >. and outdoor drin ing fountains; original surfacing and soil treatment igen fields and 
_*  - terinis, courts; furnishing and installing for the first tim ¢ playground dr playing-field ap- 
‘Paratus built into the grounds, flagpoles, gatewads, fences, and underground storage tanks . 
’ that are not parts of . ‘building service systems; anf demolition work. ° : — 


_ Excavation, fil, or backfill necessary for ‘construction of building are not site improvements. 
'. Outddor service. systems serving the site are! site improvements. Outdoor or underground 


“.Q  .. parts of building service systems, such as tanks, water mains, sewer mains, and electrical. 


poles and lines, are not recorded as.site improveménts, but rather. as ‘part of the building. 


5 7 Off ‘site improvements: necessitated & improvements made on the site, such as installing . 


sewer tines and building-roads, should be recorded as site improvements. - ~ 


~All Structpres and many of the special areas classified in data item 113 fall within: the defini- 7 
‘tion of a site improvement. As each such structure or special area is added tod site, it'should © 

_ be recorded in items 113 through 116, and the relevant cost data should be recorded in 

* data items 129 through 131. | 


DATE OF SITE. IMPROVEMENT — The date, in month-day-year form, on. which an im- 
ptovement to a site was. completed or work was permanently discontinued. . 

_ COST.OF SITE IMPROVEMENT — The cost, in dollars, of an improvement made to asite. . 

_ Assessments for site improvements made by other: governmental: units are included. (See - 
Cost of Site Improvement in chapter 6, p. 93 As ~ - 

>. The. costéof off-site improvements - necessitated by improvements made on n the’ site, such as 


‘installing sewer lines and building roads, ‘can be. A gig here. They should be identified as 
off site improvements in data item 129 Nature Site Improvement: é 


e— SITE MAINTENANCE INFORMATION= , 


“} 


; NOTE — In addition to recording maintenance information, the following threedats items may also be 


used to record information on such activities as soil samples, topographic surveys, and boundary surveys, 


; _ whenever such activities are not directly associated with the design: and construction of a building. 


132 | EXPLANATION OF SITE MAINTENANCE OR OTHER WORK PERFORMED — - The 
7 type of work performed. on site, other than site: improvements or work donte-ona building. 
~ 133 DATE SITE MAINTENANCE OR OTHER WORK COMPLETED — ane date 2 wel. 
i site maintenance work was completed, in nionth-day- ~year form. 


134 - COST OF SITE MAINTENANCE OR OTHER WORK.— The cost, of site maintenance or 2 : 
- other wor performed, expressed i in ‘dollars. oe 


- DISPOSITION OF SITE _ 


OMe 


4 NOTE — " Dispositipa. data are. hee ia not pat a active site files, but should be miade part of historical 


‘site files. . a 
135 AREA OF SITE DISPOSED — The. area of a site that has been disposed of by an LEA, 
. usually expressed in acres (hectares) to the nearest tenth or hufhdredth. os 
136. REASON FOR SITE DISPOSITION — An expkanation for the disposition of a site, The 
. following codes are suggested: . - ~ * ’ 
_ hk .NO LONGER USEFUL 
. 2 END OF LEASE — termination of lease agreement 


a 


48. 


PROPERTY ACCOUNTING 


Reference. 
. number .Data- oem Nate and Definition: Data-Entry Code? Name, and Definition 


? 
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“300 seas BUILDINGS 
ff 
a 
. that may jor may not be connected with other 


gay LOAN RECALLED — temporary use of site terminated 4 , 
‘9 OTHER .. oe 
— the disposal of a site was completed, 


DATE OF SIT§ DISPOSITION -- “The date 
éxpressed in month-tay-year form. . ube yo ue 
METHOD OF SITE DISPOSITION | "The means by which a site isdisposed. The follow- 

ing codes are sugeyped _ ? 


‘1 SALE-- 


GIFT - released without: receiving payment or other consideration. 
- RET URN TO:LENDER OR LESSOR — released to the emu that originally 
‘donated, leased, or rented the site to. the LEA. 
OTHER — t 3 
NET PROCEEDS FROM SITE DISPOSITION — _ The dollar value received from the dis- 
posal of a site or part ofa site. . 
RECEIVING FUND FOR SITE DISPOSITION. PROCEEDS — The fund into which 
proceeds from disposal of a site are deposited. This data item should be compatible with the | 
source of funds dimension used in the LEA‘s financial accounting system. There may. be 
“more than one receiving fund fora given disposal transaction. 


"137 


- released for cash or other vaiuaile consideration. 


wm NO 


~ 


Other Potentially Useful Site-Related Data Items 
a . es 
The following list has beh included as a source of ear developing additional data items fora site 
information file. This list is not exhaustive, other possibilities exist. ; : 


« 


e GRANTOR. (former owner of wsite) 
e TYPE OF DEED —~ —_ . z ! € 
@ DATE OF DEE -— » 4 ? 
-@  DATDEED- Sean | Z 
e AGENCY, WITH WHICH DEED’ 18, RECORDED ‘me 
_@ ~ DEED,BOOK INFORMATION kee , page no., entry: no., etc.) - Be: 
o BOARD. LEGISLATION RESOLUTION NUMBER (approving, the -acquiiton 
e DATE OF BOARD RESOLUTION (approving the e sexuisttion) 
_@ (LONING INFORMATION an 
va/ ENVIRONMENTAL IMPACT STA’ rEMENT J 


Structures confiected by) assageways may be 
counted as one building of more than one build- 
ing, at.the discretion:of the KEA, except where law © 
or regulations set forth a specific requirement re- 


A building i is One continuous enclosed structuré 


. ture itself, together with all plumbing, sanitar 
heating, ° ventilating, mechanical, and clectrichl 
systems in the structures, and all built-in equip- 
ament.4 3 i. 

: 2 ’ 
‘Built-in equipment is detined in chapter 7; p. 99. 


‘structures ‘by passageways. It includes the struc- , 


garding the treatment of’connected structures. 
It is inyportant to note that the terms building 


and schaol are not interchangeable as-defined in © 


this handbook: a building ig a structur: 
school is ah organizational concept. 


while .a 
school 


IS a division of the LEA. consisting of students 


comprising one or more grade groups on. other 


ERIC, : \Y  8o 


om 


DEFINI IONS OF PROPERTY DATA 


_ identifiable groups, organized: for the purpose of. 


- learning. A school may be housed. in gne or more 
. buildings, ‘conversely, a Sus. may: “house one 
~ or more. schools. 


_ The following. set of data items dan be ised to 


record information on both existing buildings and _ 
.". buildings under construction. 
building additions can’ be: recorded separately © 


Information on 


/ 


Relerenee 
number 


200 penne: BUILDINGS 


- -_ _ 49. 


from information on the main building, if so de: - 
- sired. Also, the following data ‘items will aceom- 
_ modate information on buildings owned, leased, 


controlled, or otherwise .used by. the LEA’s, 
When recording data that ma change from. - 


time to time, it:may be useful to also record the . : 


date on which the data were collected. Users can . 


then determine how nmely the data are. 


Data- Item Name and Definition; Datacntry Code. ENE: aud Definition 


5 : 
t : ; . ’ e 


_ - BUILDING IDEN TIFICA TION — 


201 


"202° BUILDING ADDITION GODE 


‘BUILDING NUMBER - - A numerical device isn of a building: 
- A numerical designation identifying a building as either 


an original building or an addition to a building. Building additions are humbered ‘ in the 


g 


mu 7 ORIGINAL BUILDING 
| ., FIRST ADDITION 


2 SECOND ‘ADDITION, etc. 


(ETC.) 
. 203 BUILDING NAME. 
204° 


order they are constructed. The following codes are Suggested: 


Name of bidliding, if any. . | = 
SCHOOL OR OTHER OPERATIONAL UNIT NAME 


: The name of the school or other 


operational unit within the I.EA to which the building belongs or is assigned. An “operational 
unit” is a division, department, or other. subdivision af the LEA organization, such as the 
Data- -Processing Department or’ Maintenance Department. This applies not only to build- 
ings owned by the LEA, but also to buildings leased, rented, or ‘otherwise controlled by the 
LEA. If a building is ‘assigned to two or more nehools or tg two’ or more Operational: units 


within a. school, so indicate. 
205 


206 BUILDING LOCATION 


of its location. 


SCHOOL OR OTHER OPERATIONAL UNIT NUMBER, - -A numerical designation: of 
the, school or other operational unit within the L. EA to which the Building belongs or is as- 
signed. See the discussion i in data item 204. oo ‘ 


The street address of.the building or best available ices 


~ GENERAL DESCRIPTI VE INFORMA TION — 


207° 


_ TYPE OF BUILDING DESIGN - -— The pamaty purpose or use for which a ‘banding is 


currently designed or physically arranged, as determinted ‘by the size and configuration of. 
_ Tooms or spaces withiit the building, types of mechanical and electrical systems, and types 
2 built-in SIEEnt regardless of the current ‘use of the building. 


¢ 


NOTE - 
oom) may be used. See the 300 Series, p. 66. 


The following &odes are suggested: | 


mye 


Kot iniore. detailed itr ation on the design features of a building, information about spaces 


® 


. a 
. 1, 


OL . GENERAL EDUCATION BUILDING - can agebiiito itcualeaclion: instruc- 


_tion-support, and Administration Tunctions at the: same time. Accommodations 


_* 


a 2 < poo PROPERTY. ACCOUNTING 
, , , , v.¢ : : . : + a) ‘ z . 


“ . 


‘Reference: | 
number Data- us Name and Definition; Data- -Entry Code, Name, and Definition 
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ty 


At librariés, catetetias, auditoriums, gymnasiums, and other such service ¢ areas - 
may or may not be available. Grade levels may be ‘shown in: data item 210. 
. 02 INSTRUCTION BUILDING —.can primarily accommédate instruction/ learning - 
‘— a 4 - activities of any types. Instruction-support: functions may or may not be accom- 2 
poe 8  modated. Buildings that are designed for both instruction and administration a 
should be coded 01. Grade levels may be shown in data. item. 210. 
03. ADMINISTRATION BUILDING ~~ can primarily accommodate administrative . 
” activities. Rooms are typically of office: size, , Shape, . and arrangement. , 
an 04 - LEARNING RESOURCES BUILDING — can primarily accommodate learn- 
Cate eS ing resource services, Having-such features as space for the display and storage 


we 


of books, films, records, etc., and areas fo ading, viewing, listening, ‘and/or 
—— study. 2 ay me 
05 ° ATHLETIC BUILDING — can primarily accommodate athletic: activities, in- 


a. . | "cluding such structures as free-standing gymnasiums, field. houses, stadinins Sie 
, roofed and enclosed Portions only),,and enclosed tennis courts. _ , 
. . 06° . AUDITORIUM BUILDING — arranged i in a tgeater-like fashion, with, astage ~ 
oe Bie * "*. or podium area as a focal point and ‘seats, bgnches, or other fixed seating ac- 
: _ 7 commodations radiating outward toward the.walls of the building. 7 
Lf 10 F OOD SERVICE BUILDING — can*primarily accommodate food service ac- ° re 
tivities, ingJuding at least’ food - preparation and/or storage. Accommodations 


"8 


: . for eating purposes may or may. not be available. 4 
ie — 1! MECHANICAL SERVICES BUILDING — can primarily ematio iy, 
“a ae cal services, such as heating, cooling,: or water treatment. 
12. WEHICLE GARAGE — can peimentys accommodate the storage of vehicles and/ or 
: vehicle repair functions. a 

ae. Sie MAINTENANCE BUILDING -— can primarily accommodate maintenance serv~ 

: . ices otfer than, to vehicles. This inctades both movable and built-in equipment as’ 

_ wellas electrical, mechanical, life safety, and environmental systems that are part 


_of this or other buildings. °- . 2, MF 
14 ~ WAREHOUSE BUILDING — is arranged to serve spainealy asa storage building so 
-- , for any type of material or equipment except: vehicles. For vehicle storage, usedata 
ian “entry 12 Vehicle Garage. ; _— ‘ 


“15 MULTIPU RPOSE SUPPORT BUILDING — can accommodatesome combina- 
tion of. services or functions, excluding instruction. © 


16 DORMITORIES AMD OTHER GROUP LIVING QUARTERS —can' be used 
primarily as living quarters bya number of people, such as dormitories, apartment 
a - - houses, and duplex hotises, é 
17 ‘SINGLE FAMILY DETACHED LIVING QUARTERS. =—can ie used primarily 
a ey for living quarters by no more than one family or a limited number of roommates: 
o .- This includes houses owned, leased, tented, or:otherwise controlled by the LEA. 
a e” Condominium units and apartments gre accounted for i in data entry 18 perm. 
eo , i Duplexes are accounted for. in data entry 6 above.’ 


- 18 ‘SINGLE APARTMENTS AND CONDOMINIUMS - — can be. sviinarily used for. | 
_ wa . living = bye no more.than one family ora limited number of ESOgmimiatesy but ° 
E RIC . . ‘ é . e 3 \ - . , 9) de ‘ . | , . 


ee ; ‘ a _ “t - 4. : ey race ay a > ae : 8 Fi 
a . a es ae 7 7 Stes oe 7 th . 3 ~ 4 is oe, A 
, » DEFINETIONS OF ae ald DATS «. = oa et ee 3 Ge |. SL. 
Oe a win : ig 2 oe oe a re a Ss go : 
-_ ae ‘Reference - ; tee ig — eo SHAE ans ee zs Z : 4 ae 3 
2” number, »Data- tem nage and Definition Data ‘Entry Code, Name, and Definition. us - eer 
‘ is- pas sof a ie building that ip orirely owned, leased, or F rented. o or ‘her 
wise controlled by thy LEA. et irs: ee hae 
. i "~ ran 
ei “In this special case, the living quarters should be tated as a bulldinge Hater all. 
" pertingnt data in allgPprgpriate data items in th® 200 Series. The use of dath entry i 
ee F. ‘ . *. #18 in’ this data iteni ‘will te} the. user of the property’ accounting infotmation that 
- a ‘this. preinen or condominium i is Batt of a os buflding not unre the control 
: Pe " . of the LEA; i . = nae 
ae 498. SHEL L BUILDING building with Gbuicehinuetlgt Wall ov pdvetione la ? 


ee -"_ unifjnished on the interior, on which construction has been.st6pped, and for hich/ 
~ 4 particular interior désign or. plan has not. been developed. Buildings under con® 


. 7 struction should be accounted for according to id designeu use. 


‘ : 99 OTHER, : & ar & . : 
208. ‘PRINCIPAL,USE OF BUILDING ~ Tbe sama purpose for which a building i is curently 
a se used, regardless of the: design or "Physical arrangement of the pullding: 
t a: . a 
©" -NQTE -- LEA's and SEA's. that have an interest in categorizing building use Gi seme to building ~ 
3 design) should develop categories ‘that suit their needs. Some LEA’s and, SEA’s are interested in very gen-. . 
ry eral information on building use (education, community use, investment, not-in: use}, while others uses, is 
: information on space (room): Usage to arrive at «building use. For some agencies, an indication-of : ‘grade! 
levels in the/puilding is sufficient (see ve item 210), while, for others, a detailed breakdown aimilar‘to the oa 
~ design , casegories in data itém 207 is@fseful. ee * ty & ae a es 


- 


a¢ 


_ This hi ee sets forth: a very general’: approach { for categorizing building use. ‘Hor additonal ideadesme Ne a 


so. LEA’s and SEA’ $ may wishito-refer to the clgsqfication, of Functions in Handbook HR al appendix E'for 
fal bibliographic: tnloneation) e eye ® 
6, ™ wre ( oe : ‘ La m . . : etal i 
: The following codes. are suggested: an = ae o. 
Pi 4 ers nae | EDUC ATION : - used primatily for inhtructional Purposes, or Purposes supporting, oo 
on a > the instruction function, =~ = ; , 
He a 2 COMMUNITY SERVICES. -— ~- used: oriniatily ies A ieitrictionat services the LEA | 
. . t 7 - “Provides to. the comihunity, sich ‘as recreation or health services. : Fe Om ‘c 
: _ a ae INVESTMENTS - aad held pray ul andeipation"ot gain from a. fore or " 
fe 8 7 ented or teased. ae 7 
ap a ee bs 4 _ NOTIN USE - ~ used neithe by the LEA 1 nor any others education azency. or: come 
; a ee? munity organization: aod: not held for cies purposes. ar. # A ig 
a pos} 9. OTHER » es ee » 


of 


209. AVAILABILITY OFBUILDING — The extent to with building is avpiable fot as use. The 7 


— = _ following.codes ate, suggested: - *- 

ce oe _ I _. FULLY occ UPIED: — acine: by the LEA: Little? or no ) $pace available? 
ie fy BR Qe "BARDALLY OCCUPIED « tog ceupied, by the BEA, but additional space is avail- 

op wk apa . able er use. ‘ a 

a ck ag occurivs<scuesunen FOR DISPOSAL OR RETIREMENT — vastly 

OO ie Wa tet Be 4 or fully ocvupied by the'LEA; butscheduled-for disposal, permanent eeRS met, or 

a ne * an extended Period ¢ out of service within the coming year. af Gd 

‘ us TO wnetah of buildivigs for pretroen purpone 4 ai in Boes States, and not ‘egal in others. 8 ‘ . te 

Oa 8, : rr are a : : -. = 


. . es : oa Pd 5 : : b&/ , a cA : . . ad : é ‘ 
ERIC a mas re. : s = : e ‘ ; : : ota . 3 a) 4 
. . - . x . Lc me Me %, 7 : Es . -™ = oe : a: : : . ; i ” 


eR 


. : . “- : _ . 2 é ° = : - a 4 J . i : = 

. $2 °°... Sole Pe . . \ - PROPERTY ACCOUNTING. . 
erie a. 7 . : x - . . 7 a . ; 3 wo, t : 

Reference. be Se : 2 & oh ne A 
number ‘Data-ltem Name and Definition; Data- -Entry Code, Name,-and Definition 
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4 _ VACANT, AVAILABLE FOR USE — - uiioccapied bit atfiatfor for use by the 


LEA. , : 
a 5 VACANT, NOT AVAIL? ABL E FOR USE - - permanently retired, slanned Tor dis- 
a posal, ondemned, Or-otherwise not available for use. +s — 
- 6° NOT AVAIL ABLE, LEASED OR RENTED .. ~ leased or rented to adother party. . 
9 | OTHER a ° 
7, ° J! he 
210 * GRADES IN BUILDING - A aetaatiGn of the lowest cand gghest om offered in byild- =~ 
. "cing. A suggested method for representing grades K ‘through 6 would be to record 00-06. Any 
“ __ LEA, which desires mor#precise information on the grades offered in a building, may want to 
eae list each grade. housed. In any case, thd following codey are suggested: 
ee 00 KINDERGARTEN 7 s%, —° a 
: 0! FIRST-GRADE . mm 3 
- . 7 oe ¢ 
a » 12 SENI R YEAR (12TH GRADE) : 
.13. FRESHMAN IN COMMUNITY/JUNIOR COLLEGE (13TH YEAR) 
~ 2 M507 Iq SOPHOMORE IN COMMUNITY/JUNIOR COLLEGE {ATi YEAR) 
oT’ OM EARLY CHILDHOOD/PRESCHOOL 
ee “RDU L T/GON VNITY/CONTINUING EDUCATION 
© OU ADED, - %o distinction i is. made regarding grade level. | 
* 99 NOTA LIGABLE -- pullgin not uséd for instruction, 
211 STUDENT CAPACI OF BUILDING The number of students that can be accommo- 
dated in the building for t@@ school day according to existing Staté-approved standards, exclu- 
ae sive Of multiple Sessjoiss Student capacity of a given building is dependent upon existing 
standards or policies governing the opération of the school in question with respect to three 
major elements: student/ teacher ratios, organization of the school, and educational program 
of the school. Once established, this figure should be changed ‘only when the standards or 
policies regulating the three elements are definitely changed or when there i is a change affect- - 
ing arnment Gapecity as a result of additions to, or remodeling of; a building. 
212 OWNERSHIP OF BUILDING - A designatiog of the agency or other my owns the. 
. #, * bailing: The fdéllowing codes are suggested: - ; vo Me 
. . 1 LEA-OWNED : » ownel by the LEAG or under is cagtrol trough contractio pur . oe 
en chase. . 
mS 2 MUNICIPALLY OWNED - - wna’ by a municipal unit of government (not the 
< =. * unit operating the. ‘schodls) and used for LEA purposes. . 
“ee ~ suo AUTHORITY- “OWNED © - owned by. a public school housing authority, used for ‘ 
we _* - . LEA purposes." sy , - 
4) OTHER PUBL IC OWNE RSHIP owned by a county, State, Eederal, or other =>. 
a a 2. * governmental agency and used for LEA purposes. . ad 
7 NONPUBL ICL YOWNED ~ other than. publicly owned, ands by 2 an LEA or . 
; ae wander is Jurisdiction: forLEA purposes. . ? 
iid 6. - SHARE ‘OWNERSHIP owned by a two or more agencies, public or pias. . 
9. OTHE nT ed 2 was 
o = ~ a OB 6 4 e ; ee ; 
: , “ * % ia . , : Mas 18 ke 
at 3. Soe id > as ae 5 5.3 # PEs . A er ie’ ry ae 2 


4 


DEFINITIONS oF PROPBRIY DATA. on ae = | | 33 
3 Reference Se a n = . ; 
number “Data-Item Name and Definition; Pao Code, ‘Name, and Definition’ 
wee as 7 = BUILDING ACQUISITION AND cost INFORMA TION —. i ; 
f ‘ 
oan | . 213 METHOD OF BUILDING ACQUSITION— Them means by which, a punt was s obtained ; °. . 


for use by'an LEA. The following codes are suggested: 


: ‘t CONSTRUCTION (BY CONTRACTOR) — all or the greatest portion of the 
ea : building constructed~by an outside contractor or contractors. | 
i , - CONSTRUCTION (BY LEA PERSONNEL) - — all or the erates pouion of the 
building constructed, .by LEA personnel. a 
. : . ° 3 ° 3. - PURCHASE — acquisition of an existing -building in exchange for cash or other 
_ valuable consideration, except’ property. ~ a ae ee: 
4 LEASE (RENT) — obtained from the owner fok ; a fixed period of timein Sunisiderie 


tion for periodic cash payments. mease rar shane is included here until purchase i is 
complete. oo 


ad a) LOAN -- obtained for temporary use, either at no cost or for a token Lanfount. 
"6 GIFT -. obtaited permanently without Onsideration. 
e PROPERTY EXCHANGE ~~ obtained exchange, for another ‘building or item 
* of property. : 
8+ - BOUNDARY CHANGE — appropriation ofa building through expansion of LEA . 
" boundaries, including annexation, consolidation, or reorganization. rR 
9 OTHER" — Dag 


"214 NAME OF GENERAL CONTRACTOR -~- The name + of the general écntracting firm that 
built the building, if a general contractor was involved.. 


215 DATE CONSTRUCTION STARTED — The date onw ich construction nol the building was . 
started, expressed in month -year form. 


For older buildings and buildings acquired by the LEA after they-were completed, this calcite is. , 
unimportant. wn ‘e 


216 DATE. CONSTRUCTION COMPLETED. - The date on which the-construction ofthe build- 
: mg was completed and/or ready for occupancy, expressed in morith-yeaP form. For older 
buildings or buildings acquired by the LEA alier they, were. e- completed angjos ready for occu- - 
. pancy, an estimate will suffice. © “a >» 


"217. COST OF BUILDING ACQUISITION —T he total cost tothe LEA for,acquiring a building, 
".. °° whether by construction, purchase, or other meags: This inckudes cost of construction, cost 
for architectural and cngineering. setvices, cost for legal services, cost for educational con- 

sultative services, and certain miscellai ous building costs. 


If desired, Cost pf Building Acquisition cam be separated into its cost conipanents fot -eednils 
a ing purposes. See chapter 6 for the following measures of cost: Cost of Building Acquisition, 
c p. 91; Construction aa of a-Building-p: 90; Contract Cost of a Building, p. 90;.Cost of 
_ us ; Architectural and Engineering Services, p. 90 :,Cost of Educational Consultative Services, 

_ rd : P. 92:C ost of Legal Serviced p. 92, Cost of Building, Miscellaneous, : p. 91. 


ANNUAL COST OF BUILDING LEASE .. - TR@@etal lease cost or rent, in dollars, for a 12- 
* a) month period, ’ 


a 219 \TeRM OF BUILDING’ LEASE The period for which a lease is in force, expressed i in years, “ 
* Iionths, ora combination of both, a . . ‘ 


"54. Ge © Fae a .* PROPERTY ACCOUNTING 


: Reference’. SL . | : 
_» number Data-Item Name and Definition; Data-Entry Code, Name, apd Definition 
a ine . ‘ % of : 
200@eries: BUILDINGS — Continued 
220° =DATE OF BUILDING ACQUISITION — The date op which a building was obtained for use - 


by the LEA, expressed in month-day-year form. For leased or rented buildings, this is the date 
4 op which the. lease or rent began. ‘ ; 


221 SOURCE OF FUNDS FOR’ BYIADING ACQUISITION -- The agency, governmental or 
otherwise, which appropriated the money used to acquire a building (construct, lease, rent, 


etc.). This. dayaftem should be compatible with the sourcé of funds dimension used in the a, 
. «»  LEA‘s finar€iahaccounting system: There may be more than one source of funds for a give a 
¢ - acquisition. | o . so... : 


-222 EXPECTED USEFUL LIFE OF BUILDING — The number of years a building is expected 
- + to fulfill its intended function. Useful life begins on the date of acquisition (data itera 220% 1. 
and is often used as the period over which depreciation is calculated, 

223. DEPRECIATION METHOD -- The method or formula for calculating the annual deprecia- 
tion Pmount of a fixed asset. Straight-line is a common method in education accounting (cost 

less, estimated salvage value, divided by useful ‘life, equals annual depreciatidn) although 

. - ‘other methods may be justified, depending on the circumstances, 

/ ‘224 BOOK VALUE OF BUILDING —. The value of the building as shown on the owning agency's 
. books. This is usually original cost less depreciation when depreciation can be determined. 

235 -. MARKET VALUE OF BUILDING: -—— The appraised: or estimated dollar value for which the’ 

‘building currently could be sold. This primarily applies to relocatable buildings. A, recent 

‘purchase or Sale price of a similar item would be a good approximation. 


= 226 METHOD OF ESTIMATING MARKET VALUE — The means by which Current’ Market -, 
* . Value is determined. The following codes are suggested: "a : . 
ta | APPRAISAL -— a judgmep f value by a person trained or experienced in deter: . 
oo mining property Values. eo , 
\ Y 2 SALE PRICE ~ the price at which a similar building*was sold. ~ 
7 OFFER TO PURCHASE ~— a legal document representing an offer to-~purchase-the 
_ ‘building. - - i ae aoe 
. 9 | OTHER ee -  s 7 4 


t 


227. REPLACEMENT CQST OF BUILDING ~~ Th cost, at curtent prices, to replacea building, 
. including its built-m equipment withNnatetial and equipment of like kind and quality. (See 


- Cost of Replacement, pulsing’ chapter 6, p. 92) . 


228 =METHOD OF ESTIMATING REPLACEMENT COST _- The means by which replacement 
"7. , cost is determined. The following codes are suggested: oe 


1. BID _---bona fide quotation by a contractor. ¥ ‘© em 
2 APPRAISAL -- a judgment by a- person trained or experienced in determining 
_ cofistruction costs. : ent ae 
= . 9 OTHER ‘. _ e 


229. INSURED VALUE OF BUILDING -: The dollar amount for which the building and built-in ~ 
equipment are insured. . oo. = 


, 230 INSURED VALUE OF BUILDING CONTENTS —. The dollar amount for Which the building 
Pe contents are insured. <2 : 


A _ 9 


\ ‘4 


» 


._ DEFINITIONS F PROPERTY DATA ae s = 


- Reference | ed a F ; 
- number Data-ltem Name and Definition; Data- -Entry Code, Name, and Definition ; 


, 7 _ — PHYSICAL CHARA CTERISTICS OF BUILDING = 


; in . 231 EXTERIOR WALLS —- Construction matetials that comprise all or mos! of the exterior walls. 
Exterior walls are nonbearifig and are attached to a load- -bearing portion of the structural sys- 
tem of the building. More than one data entry may apply. The erovine codes are suggested: 
! woop : ae 


: 2. ‘BRICK VENEER — building binckee or units tyditally made oft fired lay and set in 
: , _ 4 mortar or masonry cement. 
. 3 OTHER MASONRY — building blocks of units of materialgthet than brick, such 
. . a8 Concrete or stone, and typically set in mortar or masongycemient.. 


METAL , 


PANEL WALL = ~ 3. doubearing wall built between columns in skeleton construc: 
tion and wholly supported at each floor; also called curtain walls and usually made 
of such materials as glass, gypsum, or plastics. - 
6 CONCRETE (POURED IN PLACEOR ECAST) —.a building unit made fom 
"poured or, precast concrete, in the shape of a slab rather than a brickor block (con- 
crete blocks fall under 3 Other Masonry). . ~ 
; 8 NONE — beaging walls are also | exterior walls.. yh 
9 OTHER: i 
. . ~ + . 
232. FLOOR FRAMING — Construction materials that form the framing of all or most floors. 
\More than one data entry may apply. The following codes are suggested: 
ee a “ 1:-. WOOD FRAMING — wood joists angporting wood, subfloor and a matched wood 
‘ " finished floor. 


.2 , CONCRETE ON GRADE _ poured concrete at ee level.: 


“6 


* 


WOOD ON STEEL — wood joists and subfloor supported by steel girders, - ee 
«** 4 CONCRETE SLAB ON.STEEL FRAMING — poured concré}éaupported by:steel , eo 
. girders or ‘framing; oe a" 


” 5 CONCRETE SLAB ON:CONCRETE FRAMING — pour ‘concrete supported 


‘by precast concrete girders, or framing. 
6 STEEL ON STEEL — ste! plates or sheets aupnoned by, 


§ el.girders or framing. 
ate, OTHER |*.: 


. —~ ‘ 
. 233 Fivéo INTERIOR WALLS (DIVISION WALLS) — Pinas siniiuctlni aalenals 
uséd for the fixed interior *walls, oe than one data entry may Apply. sg following . 


‘ : codes are suggested: 
: | > woop RRAME 
™ : ae - 2 . MASONRY -- building blocks o or units of material such as brick, concrete, or stone, 
. —.. and typically set in mortar or masonry cement. 
a ‘ | 4 METAL‘ ate : ha oe. | i 
| 9 OTHER ag . ‘<=. 


co ; fo . ) , 
. : 2 me iad ~ ‘ i 
‘<) : 
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234 » ‘ROOF FRAMING | Construction materials that are used i in the framing of the roof. The fol- ‘ 
" lowing codes are suggested: - 


‘ 
« 


1 . WOOD ; , 
2 ”° STEEL . 
3. CONCRETE : . ve 
9 OTHER — . 


235. ROOFDECK~ That portion oft ei rr the roof covering or membrane 
is applied and. through which the lowajs on the roof are transmitted to the balance of the struc- 
‘ ture. The following codes are suggested: -° = 8 | . \ 


woop ‘ an . a! 
OTHER COMBUSTIBLE MATERIALS — ‘combustible material other than wood. 

: METAL - 

“OTHER NONCOMBUSTIBLE MATERIALS — ioneueven materials other i 
than matal. ee “ 


‘* 236 ROOF MEMBRANE Materials used to cover the roof deck. The following codes are sug- 
gested: : oS es . 


& Ww Noe 


? 


TAR OR PITCH Se s 
TILE ¢ oa ; 
SLATE nm, ot ; ; . Ve - 
- METAL . ‘ 7 
PLASTIC © — - - a Se 
WOOD SHINGLES — —_ CO 
ASPHALT SHINGLES ° | 
"- ASBESTOS . 7 
. OTHER ¢ .. . 
237. 2 »«=- TYPE OF STRUCTURAL SYSTEM — The typeof principal structure of the building that 
provides the support of the building. The following codes are suggested: 


. I LGAD> EARING WALLS .- comprised completely or primarily of walls that are 
ae an integral portion of the building and without which the building would not sh; 


- - such wa egin at the footings and support"the floor(s) and/or roof, as wall as 
lateral forces. ‘ ; 


¢ . 
EO CNHI A Ne WN — 
. . 
e rt 


2 | INFLATABLE -. covpprised 6fe flexible outer membrane supported by internal air * 
-. . pressure. « : i = 
Me ‘+9 OTHER 


' 238 MATERIALS IN STRUCTURAL SYSTEM — The primary type of materials comprsingthe a 


structural system of ‘th@Building. More than one data. a may apply. The rghowng cages 


"are suggested: 
= . , ® 


1@ STEEL — type’ of construction in which the load of the, building is carted ona . 
“~ ag «| Steel frameWoxk. 


2 C ONC RETE -. type of ai the lod of the building i is carried ona 
reinforced concrete skeleton or framework. 


‘ F 
ae 


a 


2 


Reference pea. ; 
Data-Item Name and Definition; Data-Entry Code, Name, and Definition. 


number 


239 


240 
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¢ 
ge oe 


3 LIGHT WOOD .~ type of construction in which the load of the building is carried 
, ona framework of wood whose’structural members are of small dimensions (e. B. is 
2X4’s)! : 


" 4. HEAVY WOOD — peor construction in which the load of the building is carried, 


on-a framework of neaNy V wood neaine) either solid or laminated. 

. 9 OTHER > 3 oo 

MOBILITY OF BUILDING — The: ne-followiltg codes are sinaesieat t 
l PERMANENT (IMMOBILE) BUILDING — a building designed for and con- 

structed on a specific site and not intended to be moved. 

- 2+  RELOCATABLE BUILDING — a building designed and constructed so that itcan 
* be disassembied and transported to another location, or transported to another loca-. 
tion without disassembling (self-propeiled "veel as mobile classrooms are 


not movable buildings, they are: classed as Vehicle§ and are accounted for in the 


400 Series as equipment.) : %. 8 


"GROSS FLOOR AREA OF BUILDING — The sum of the areas at each floor level included 


within the ptincipal outside faces of exterior walls, neglecting architectural setbacks or projec- 
tions. Include all stories or areas having floor surfaces with clear standing head-room (6 feet 
6 inches (1. 98 meters} minimum) regardless of their use. Include mezzanines, balconies, and 
library stack floors only to the extent of their actual floor area; do not include unenclosed areas 


V bs 


under the first ftoor. Where a ground level or intermediate story, or part thereof, js left unen- — 


closed, consider the gross area of the unenclosed story as the projected area of the story above. 


“Exclude all unroofed areas and unenclosed roofed-over spaces. Unenclosed roofed areas that, 


have been includéd in original’cost contracts can be excluded’ on a gomiputed or estimated: 


~ basis for the development of comparative data of gross building areas and costs.® (See Area of 


Building. Gross Floor, in chapter 6, p. Bie 


NOTE: Data items 241-245 ideal with sisignuble spaces only. If an LE wishes to establish data items,at 
the. building level for nonassignable spaces, data item 304 Type of Spa@# provides a suggested categoriza- 
tion lor such’ space. See data itenr. 304: (data entries 2100-2900), p. 71. 


241 


os a: special instructional space, learning resources space, multiple purpose space, support 
. 


> 


\ 


TOTAL. ASSIGNABLE FLOOR, AREA OF BUILDING —- The total area in square feet 


. (square meters) of-all space available for assignment to, or use by, building occupants to carry 


_ out their functions and responsibilities. Assignable space consists of regular instructional 


ce, and ‘other assignable space. See data item 304 (data entries 1000, 4100,'1200, 1300, 


1400, 1500, and 1900) on p: 67 for definitions of these types of assignable spaces.Circula- — 
tion, custodial, mechanical, and structural spaces-are considered nonassignable spaces and 


areexcluded. See data item§04-(data entrie$ 2000,2100, 2200, 2300, and 2400) on p. 71 for 


* definitions: of these types of nonassignable. spaces. Seé also the ee Floor Area of a 


"242 


' 


Space in data item 302, p. .67. 
TOTAL FLOOR AREA OF REGULAR InstaucTiONaggpice’ Ban area in 


‘s feet (square meters) of all regular instructional space ify ‘ab ng: iWcluding any ad- 
sj ace opening into and serving regular instructional space. Sg@data item 304 (data 
éntry 1100) on 8. 67 for the definition of Regular Instructional Space. Ste also the definition 
of Floor Area of a Spaces in data item 302, p. 67. - : 
- ws 


“oe ‘American Standard Methods of ena Ateas in Suigel Buildings.” American Standards Association, Inc, (now known at 
the American. ational Standards Institute, Inc. An) New York, approved August 4, 1958, p. 5 and p. 7. 


a 
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be 249 '- TOTAL FLOQR AREA OF SPECIAL INSTRUCTIONAL SPACE — The total area in 


' square feet (square meters) of all special instructional space. in a building, including any ~ 


adjunct space opénipg into. and serving special-instructional space. See data item 304 (data 
entry 1200) on p: 67 for the definition of Special Instruction4l Space. See also the definition 
".” of Floor Area of a Space in data item 302, p. 67. ° , os 
244 TOTALFLOOR AREA OF LEARNING RESOURCES SPACE — The total area in square 
. feet (square meters) of all learning resourcespace\n a buil ing, including any adjunct space 
opening into and’ serving learning resources space\ See data item 304 (data entry 1300) on 
p. 69 for the definition of Learning Resources Space: See also the definition of Floor Area of. 
- a Space in data item 302, p. 67. ‘ 7 oe 


‘245 TOTAL FLOOR AREA OF MYLTIPLE@URPOSE SPACE, SUPPORT SPACE, AND | 


9‘ * OTHER ASSIGNABLE SPACE - The tota} area in square feet (square meters) of all mul- 
a _.  liple-purpose of Support, space, and other assignable space in a building, including any 
YS 4 adjunct: space op@fiing into and serving such space. See data item 304 (data entry 1400) on 

- p. 69 forthe definition of Multiple-Purpose Space, data item 304 (data entry 1500) on p. 

for the definition of Support Space, and data item 304 (data entry 1900) on p. 71 for the 
A» ~ definition of Other Assignable Space. See.also the definition of Floor Area of Hoe in data 

4. +" item 302, p. 67. ° Ss . _ : gn at 
246 - NUMBER OF STORIES (FLOORS) — The number of stories in a building..A story is de- 
fined as a group of rooms on the same floor or level, ora floor cdnsisting of one room, having 
clear standing head room of at least. 6 feet 6 inches (1.98 meters) and whose floor is at-or 
_* | above grade level along at least one entire side. “At or above grade level” ‘means that if the 
horizontal plane of the floor were t6 be extended on the side in question, no land within 20 

feet (6.09: meters) of the: building would be above this plane. . 


v at is ? 


y 247 AR EA OF DISASTER SHELTER. ~~ The area in square feet (square meters) enclosed by a 
: 3 disaster protection area thet meets standards of the State or Federal agency responsible fox 


natyral disaster protection. 


* 248 AVAILABILITY-OF BUILDING ENTRANCES FOR THE HANDICAPPED — Availability 
oe) of primary entrances that are ground level or have rainps with hand rails (the slope of such 
rampsgshauld not be greater than ! foot in height for every 12 feet‘in length.) The following 
codes are suggested: oy : = ia — 
1+. YES ~~. =, 0 
2 NO 


249 ACCESSIBILITY OF INSTRUCTION LOCATIONS TO THE HANDICAPPED — Either 
the building is single story, or an elevator i8 provided on the entry level for access to all other 
level if, which instruction is given.’ The following codes are suggested: 7 
NO 


toilet stalls, accompattied by grab bars and can accommodate wheel chairs.’ The following 
Mes are suggested: ee ; j 


Duta items 248-251 are adapted from form OF/CR 102, DHEW/ Office of Education/Office of Civil Rights. == 


EMG) lS eee ae ep h  og - te re, 2 4 os. § eg . . a c 
. . « . . : . _ . 5 . 
oy 7 oo ange + ye wy “4 . ' = . oe ‘ 


250 . AVAILABILITY DF TOILET FACILITIES FOR THE HANDICAPPED — Availability of 


ee 


DEFINITIONS ee rA = 4, ao r : se 89 
Reference a aye 
pumbe: Data- Item Name ‘and Definition; Data- Ent Code, Name, and Definition 
251 ° AVAILABILITY OF,32-INCH DOORS — Availability of doors that are wide enough. to dilow 
wheelchai? passage. This requires doorways. with cleat openings of at least 32 inches when the 
door is open.’ The following codes are suggested: 


~~ - Ls - 
- eG 


1. - YES »: 
2 NO : _ 
- MECHANIGAL, ELECTRICAL, ENVIRONMENTAL, ‘AND’ 4 


LIFE SAFE TY, SYSTEMS IN BUILDING — . _ 
252 LOGATION OF HEATING SOURCE — An sdieailon. of wishes the heat for a buiin is 
-  $uppled by a single (central) source or multiple sources. The following codes are suggested: 


‘lL CENTRAL - all heated portions of the building are supplied by a single heating es 
source, The heat soutce may ‘be located inside or outside the building. x ‘8 


i : _ 2 { LOCAL ZONE -~ heat is supplied by two or more heating units, each of which is . 
fe designed and’ installed to function independently as a central heating unit for a g- 
- portion of, the building.only. This soil of the building ahold be atleast two rooms | 
a. or more in size. ~ ‘ 


4 


ae INDIVIDUAL (ROOM) HEATERS — hea sources that heat single rooms, such 
i as space heaters or stoves, excluding radiant panels. 


¢ COMBINATION — a ‘combination of local zone and individual Dearing ‘nits. 
. 


. OTHER | ; 


° 


| 253. TYPE OF HEATING YSTEM .— The method by which the hesiing siesta ees data item 
255 Heating Medium) jis heated and delivered throughout the penny or si The 
. aa following codes are suggested: . 
, 1 JRADIATORS: AND CONVECTORS — a heating delivery, system that has dis- 
“pensing units, such as radiators, Conve Ors; or unit heaters in the-rooms to be 
~ heated. 
2 UNIT-VENTILATORS — a heating dclivery system that uses an oultaide’s air supply 
and.A combined heating and ventilating unit in the form of a convector*with an 
' motor- driven fan and with or without autonvatic controls,- - 
3. GRAVITY WARM AIR FURNACE ~~ a heating delivery system in which furnace-. 
_ generated heat is absorbed by air circulating around the furnace unit and carried to 
A the rooms by- natural convection. , ; 
| <4. 4 ~ FAN BLAST OR FORCED*AIR —a neal 
‘ — driven over heated surfaces and then delivered to the rooms, 
. s . 2 as ‘RADIANT PANEL — a heating delivery system that uses heating pipes, ducts, or 
: . electric Wire embedded or suspended in large sections or panels of wall, floor, or 


* 


elivery system in which air is fan- 


‘ 


% ' ceiling sutfaces for heating the rooms...  * a 5 
de. « SPLIT SYSTEM — a heating delivery system that combines a forced-air system 
= with in-te-room radiation. 


- :7.” ROOM HEATERS —- space heaters, stoves, or similar type heaters, excluging . | 
: .tadiant panels, each self-contained and each heating a room or portion ofa room. | 


Be. INTEGRATED HEATING, VENTILATION AND AIR CONDITIONING - 
ne (HVAC).DELIVERY SYSTEM 


ss 
a9, OTHER - % 


a es : rs r ; a : e- . 
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“ | : . 
. . 254 . “PRIMARY ENER GY SOURCE FOR eae The ey or source consumed on the Me 
LEA premises for the purpose of supplying heat to the heating medium (see data item 255 
“Heating | Medium). The following cods are suggested: 
| WOOD 
; 2 COAL me : - -J 
, é 3. NATURAL GAS 7 ee 
4 LPGAS a . tf | 
5 OIL. ; oe ae a > & 4 eg 
6 ELECTRICITY. \ os 2 oe, e ak 
’ - 7 “SOLAR . aan aoe 
9 OTHER ir a Loe 
- 255: HEATING MEDIUM — The physical substance that’ transmits heat from the heating source 
~ = to the area to be heated. Heating systems that produce heat directly in the area to be heated, . 
such as radiant ‘panels, space heaters, or stoves have - no heating medium. The following: 
codes are suggested: s . 
. | WATER - includes both hot water and steam. 
2 AIR - include'systems where air4s heated at a location other than the area to be. - 
a) . = heated and then transmitted to the destination by pipes, ducts, or other means. 
, , 3 \ ALCOHOL-BASE — any substance with an alcohol base, such as glycol. vn 
4 NOT APPLICABLE ° applies to heating systems that produce heat at the room 
or area to"be heated, such as radiant panels, space heaters, or Stoves. ° 
_ ; 9° OT HER ——- e 
OE oe 256. . CAPACITY OF HEATING SYSTEM Thecurrent output or the rated output of a heating 
. system, usually measured | in British Thermal Units: (BTU’ 8). “ a . 
257 TYPE OF STANDBY HEATING SYSTEM A brief description of the type of standby > 
a _ 2e heating system, if any. If none, record “none.available.” , , 
(kh  258 LOCATION OF COOLING SOURCE .- An indication of whether the eculing for the build- 
\« . ingis provided by a single (central) source or multiple sources. The allowing codes are sug- 
_ | gested: . 
; I CENTRAL all cooled: ‘portions of the building are supplied by a single cooling 
; , source. The. cooling Source may be located inside or outside the building. : 
20 LOCAL ZONE cooling is provided by two or more cooling units; each of which 
% is designed and installed to functian independently of the other units as a central 
cooling unit fora given part of the building; this pa. of the building should: ‘be at 
_ east two rooms or more in size. , € 2s : 
; 3. INDIVIDUAL (ROOM) UNITS __. cooling sources that cool single rooms or por- 
tions of rooms, such as window air-conditioners. 
7, ; - 4 COMBINATION | a combination of local zone and individual cooling units. 
2 & 4 9 OTHER 7 - 3 . : | 
_* "259° PRIMARY ENERGY SOURCE FOR COOLING: . The principal energy oy as 
: : ~at the school plant for the purpose of cooling. The following codes are suggested: . , 
2B et OL! NATURAL GAS | — . | 
oe vs ’ 2 LP.GAS a ar 


G4 


ae 
“ERIC . : ie 


+ 
a oe 
ft. es ' \ 
* . . . . bg = Z * 
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_ Reference ery e . : en) 


‘number — Data-ltem Name and. Definition; Data-Entry Code, Name, and Defihition | 


sues 


OW. 


3 | 
4 | ELECTRICITY ; : 
| $ SOLAR 0°) e 3, 
a 9 OTHER . _ & | - 4 


— APACITY OF COOLING. SYSTEM y he current output or rated output of a. cooling sys- 
re ,usuglly measured in British Thermal Units (BTU*s). 


261 TYPE OF VENTILATION | The primary means by which air is circulated i into or out of the 
building. The following codes are suggested: 


ol : WINDOW VENTILATION... open windows provide the only venuleyonn in the 
building: no fans or ‘blowers are used. ee . 
‘2': GRAVITY VE NTILATION ‘nonmechanica! duct system for intake and exhaust. 
oo > MECH NIC AL EXHAUST - fans or blowers pull air from building to (0 outside. 
4 “MECHANICAL SUPPLY . .. fans or blowersforce outside air into building. 


_ 5. BOTH MECHANICAL EXHAUST AND SUPPLY certain fans or@lowers pull 


omnis air fom building to outside whiletéther fans or blowers force outside air into 
building.” a 7 _ ; 
: . ? sd .$ a ‘: * “ = - a. 
~~ a 9 OTHER ; — = 
262. ~~ COMBINED HVAC SYSTEM. . An indication of whether the primary heating and'cooling - 
system for the building is in grated intoa combined heating, ventilating, ange air-condition- 
“ing (HVAC) aN f¢ lowing codes, are suggested: : 
1 YES 
. 2 NO 7. 2 
263 ‘SOURCE OF WATER FOR BUILDING | Che sole or primary source from which the 
, bililding derives its water. The following. codes: are suggested: . 
. ol LEA-OWNED .- la water source owned by the en amy a drilled or dug. 
oe -well. a | 


2. OTHER PUBLIC the water source supplying the ieurroundmg community ¢ and 
‘ . nat owned or.controlled by the LEA. 
* - 9 OTHER * 4 
264 SOURCE OF SEWAGE TREATMENT/DJSPOBAL SERVICE FOR BUILDING The 
\ sole or primary source of sewage treatment and/or disposal services. 1 he following codes are 
_ suggested: © 


I LEA-OWNED — qwned,and operated. by the 1. EA. 

- 2. OTHER PUBLIC — owned and operated by a public body other than me LEA. 
3 PRIV ATE - ‘owned bya HonpUDlie” entity 
‘9. OTHER | . 


. 265 ‘SOURCE OF ELECTRICAL SUPPLY FOR BUILDING - The primary source of electricity 
. > forthe building. The following codes are suggested: - 


3 | LEA-QWNED_ .- electrical generating equipment owned by the LEA. . 

a 3 OTHER PUBLIC — electrical generating equipment that provides electricity to 

<n a a the biulding i is owned by a public. agency other than the LEA) 

ha ~~ «= 23 PRIVA rE. electrical generating equipment that provides ec to the build- 
‘we “ing 18 owned hy. a private entity. s + = 


9 OTHE R io ° 


i. 


a 
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266 ‘TYPE OF EMERGENCY ELECTRICAL SUPPLY _. The type of emergency electrical 

'  / . supply that is available to the building, regardless of its location. The following codes are 
_ suggested: * Se = . 7 

YL NONE. Ase -  o, * : 
a GENERATOR : 6 ee a iain . ; 
| : ‘3 BATTERY - Te | ~ 3 | (" 

| / - 9 OTHER | - * 2. ote 


_ | 267 TYPE OF COMMUNICATION SYSTEMS ~~ Built-in communication equipiiised it.” 
/ ihstructional and/or noninstructional -activities. The following codes are suggestageA( more 


' than one may apply): * :* o — 
| TELEPHONE - a system of telephones that can be used for communications 
_ within the building. . : 4 oe 
2 ‘OTHER AUDIO SYSTEMS -- any built-in equipment other than telephones that . 
" "maybe used for the seception, recording, transmission; -and/ or reproduction of | 


- sound only. a 
3 TELEVISION any built-in equipment that may be used for'the reception, record-. 
ing.*transmission, and/or reproduction of television signals. , e 
4° COMPUTER TERMINAL ~~ built-in computer terminals with either printed or 
cathode ray tube"display. ie _ = “ fe 
9 OTHER | . . 
. 268 © COVERAGE OF COMMUNICATION SYSTEMS*— The extent to'which 4 communica- _ 
= . tion system can reach spaces that house instruction or student personnel, and the manner 
in which the communication is achieved, The following’ codeS are suggested: a eee 
| SIMULTANEOUS CALL, COMPLETE COVERAGE — acallorcommunication . 


4 


| ae _ teaches all areas housing instruction and student personnel simultaneously. - 
2 SIMULTANEOUS CALL, PA COVERAGE —~ acall of communication , 
: ‘reaches only a portion of the akcas housing instruction and student pérsonnel 
' simultaneously. , an ae 


3 INDIVIDUAL CALL, COMPLETE SQVERAGE ~"a call of comminnication car 
._feach any one room housing instruction\gr student personnel without reaching — 
z -., Other rooms. ; a 7 - ‘ 3s 
4 INDIVIDUAL CALL, PARTIAL COVERAGE -~.a call or communication can - 
, : reach one-raom housing instruction or student personnel without reaching otfier 
rooms, but this is only possible for a portion of such rooms-in a building, 

\ = 4 TWO-WAY COMMUNICATION, COMPLETE COVERAGE --. communica- 

; tion can take place between the communication center and any room housing in- 
struction or student personnel, ,7 - * 3 ee, 
TWO-WAY COMMUNICATION, PARTIAL COVERAGE -— communicatiok.. 
tan take place between the communication center and some of the rooms housing, 
instruction or student personnel, a ; o 

7 ROOM-TO-ROOM COMMUNICATION, COMPLETE COVERAGE - com- 
munication can take place between any two rooms tha Ouse instruction of@@Rent 
personnel, and/or the communication center. . ~~ 


ope 


a 


N : : YS i- ‘ . . ' 


ee DEFINITIONS OF PROPERTY DATA — 63° 
e . pe -~ oes . a = u N\, . 

"Reference . ae, . oe 

‘ number - -Data- Item Name and Definition. Data- Entry C Code, Name, and Definition 
: 7 , 7 : 5 oe : 


8° ROOM: TO-ROOM COMMUNICATION, PARTIAL cove AGE eae ° 
Fa °°. ation can take place between rooms that house instruction of student personnel, a 
—_—_ and/or the comfnunication center, but i ne a portion of such rooms. 


7 oy 9) OTHER ; : 
‘a * 269 SAFETY ANDO SECURITY. SYSTEMS —- Built-i -in equipment or ayiens ed to alcleot? 


‘and/or: deter the: occurrence of fires and/or other public safety or security problems. More . 
we of _ than one ‘data entry may apply. toa building. The following codes.are suggested: 


fe 7 I FIRE ALARMS 7 network of devices that can be manually triggered to Sanit a 


sala oe ee, arning signal. . = \ 
a rae ae HEAT/SMOKE DETECTORS —a peiork of davies that sidomddecaiy So 7 


warning signal-when the amount of heat or smoke. in the immediate vicinity rises 


~ pasta predetermined. level. \ 
Se a AUTOMATIC SPRINKLERS — a network of devices; ‘usually apuiieds in ceil- ~ 
—_ \ _ . ings. that spray water when the amount of heat in the immediate a rises re 
a re — . : a. predetermined level. . 


4 FIRE HOSE C ABINETS — “cabinets, ‘usually wall-mounted, containing a hose . 
_ connected to the water ‘supply of the building or to a = fire acaba water 
of supply. . | ae a. 
“5S FIRE PROTECTION WATER SUPPLY —- availability of sufficient a amounts. of + , 
water, over and above that required for normal operation of the building, to fight. és 
“3 fires-that may occur in the building. a - 
6 FIRE EXTINGUISHERS — devices, typically portable, containing liquid. or dry - 
’. chemical substance under pressure to be used for fighting fires that occur in the . 
* building (fire hose cabinets are excluded, see data entry 4). 
‘7 POLICE OR FIRE CALL BOX(ES) — a device or devices that can be trigaered to ., 
(ee ‘summon police or firemen, excluding telephones. ‘ 
' 8 . BURGLAR (INTRUSION) ALARM(S) — a device or network of devices that 
emit a warning signal when the doors, windows, or other entrances to abe building: ~ - 
to which they are attached are tampered with. 


. OTHER: 


pe 


- TT 


at « 
NOTE - - An LEA may ‘dish to extend this suggested coding scheme to also indicate thee extent to which 
..* . existing ‘safety and security systems cover the building. For example, whereas the.data entry 4 would 
simply: indicate that automatic. sprinklers were preseiit in the building, 40 could: be tised to indicate that 
- the entire building was covered, while 45 might indicate that only a portion of the building was covered. 
* There % many other options,. depending on the. information that the LEA wishes to record. 


For fadtsafety or secuiity. sem ‘indicated in data item 269, LEA’s may wish ta include acorresponding . 
datd of last inspection. | = 


270 AVAILABILITY OF SIMULTANEOUS VISUAL AND AUDIBLE WARNING SIGNALS 

a -’ FOR USE IN CASE OF FIRE — Availability of separate or combined systems for warning 

a an er both sight-impaired and, hearing-impaired persons of fire. A ‘yisual warning signal may be a 
, ] sign that flashes o on and off.* The following codes are suggested: 


[YES y +, an | p a 


2 No Me 3 


§Data item 270 is adapted fen form Of/CR 102, DHEW/ Office of Education/ Office of Civil Rights. 


: a” ns _ 2 7 . a a. ee ; 


“y 


ie 


_ Refefence ° 


number 
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PROPERTY ACCOUNTING 
Data-ltem Name and Definition; Data-Entry Code, Name, and Definjgion 
— BUILDING REPAIR AND MAINTENANCE INFORMA TION — 


EXPLANATION OF BRILDING REPAIR OR MAINTENANCE WORK PERFORMED 
—- The type of work. performed; and a description of the portion of the building on which the, | 


work was performed (roof, walls, floor, HVAC system, electrical system, etc.), -  - - 
DATE BUILDING REPAIR OR MAINTENANCE WORK COMPLETED The date on 


_ /wbich repair or maintenance work was coimpleted, expressed in month-date-year form. . 
273 | COST. OF BUILDING REPAIR OR MAINTENANCE WORK -— The cost, expressed in 


dollars, of repair or maintenance work performed on the building. This cost figure does not 


include the costs of modifications (alteration, renovation, or remodeling) to a building. 


Z a” 


— ALTERATION, RENOVATION, AND REMODELING ~ 


OTE —. Data items 274, 275, 276, and 277 apply to. each separate alteration, renovation, or remodeling 
ob. All four data items should be completed for each such job that significantly alters the building or has; 
' significant. cost to the LEA, ‘it-a‘paftivular alteration, renovation, or remodeling job causes any data 


_- tecorded elsewhere in the LEA's property accounting system to change, these.data should be revised. 


‘214° 


EXPLANATION OF BUI | MODIFIGATION. - A brief description of the type of 
alteration, renovation, or ren¥8deling work done, including identification of the portion‘of 
the building affected. ; , OS 


a 


DATE OF BUILDING MODIFICATION :- The date, in month-day-year form, on which 


alteration, renovation, or remodeling was: completed. 


renovation, or remodeling work performed ona building. This cost figure does not include 
the costs of repair and maintenance to a building. 


- SOURCE OF FUNDS FOR BUILDING MODIFICATION — The agency, governmental or , 


otherwise, which appropriated the money used to alter, renovate, or remodel a building. This 
item should ,be compatible with the source-of-funds dimension used in the EEA's financial 


_ accounting system.. There may be more than one source of funds fora given modification job. 


. 3 ; er : . : Ww : : 
- "* = DISPOSITION OF BUILDING — | ® 


1 fe 


“NOTE - Disposition data are typically not part of active building files, but should be made part of his- 
torical building fila. al ; ae 


278 


REASON FOR BUILDING ‘DISPOSITION —- An explanation for the. disposition of a: 
building. The following codés are suggested: Pa _ wg 3 a 
} TECHNICAL OBSOLESCENCE ~~ no longer useful or no longer efficient be- 
cause fnew technical requirements for buildings. - 

NO LONGER.SERVICEABLE — worn out beyond serviceability or repair. 
NOT COST EFFECTIVE — less costly to dispose of than to maintain. for use. | 
END OF LEASE -- termination of lease agreement. . 
LOAN RECAIZED -- temporary use-of building.terminated:: 


OS 


* 
PA hm Ww, Ns 


e . . tas <- 


COST OF. BUILDING MODIFICATION — The cost, expressed in dollars, of alteration, 


Pa oF oe eee fae oo 2 Do 65 
. . Bia : a _ 7 2 es ae 
oe _Reeren Sa 2, | ae Ne ae 
EF o ‘numb “ Data-ltem Name arid Detinton: Data- Eat Code, Name.’ “and Definition uo ue 
: c. G cae -. ®&* oe pg 
& bee MP 2 eG CASUALTY: LOSS = destroyed or rvendered useless by a casual, sich, as fire, . 
was 7. flood, or earthquake.” t . es 
ee xb LONGER NEEDED BT LEA ate oo an ee a ; . 
Vorc Sw .9 OTHER? Ug | a ar 
as 270”. DATE ‘OF BUILDING DISPOSIT N i, date on which the. isposal ofa building was © 
Pie ee completed, expressed in month-day-year | form, 
280° “METHOD OF: BUILDING DISPOSITION a) Ther means by which a building is dispose. 
oe ‘2 sige ‘The following codes are suggested: 
~ 4 a . ; aie ro + SAL k - reléased for cash. or other valuable consideration. ' 
-y as ; ag: a *D : GUT feleasetl without receiving payment or other consideration. 
| me aS 9? 73. REBURN -TO LENDER OR LESSOR«-~ released to the emily that. originally 
2, / "donated, leasedy. or rented the building to the LEA. 
e oe: ie =< _ DEMOL ION - » purposeful destruction bythe LEA or its contractors, 2 
rae 9. OTHER 2 : 3 . 
Fev 8 7 LNETPROCEEDS FROM BUILDING OI Foard The dollar value received fromthe he 
“disposal ofa building. ae 
= eee 282. |. RECEIVING-FUND'FOR BUILDING pispostfion PROCEEDS ~~ The fund intoguheh 4 


-.. | the proceeds from the disposal ‘of a bililding are depastted. This data-item should be com- 
aaa 2 tog patible with the Source of Funds dimension used inthe LEA’s financial accounting system. - 
‘ eo _ - os may be more than ofie ee fund for a Byer disposal transaction. 


3 “ae i - ow HER POT sind LY USEFUL BUILDING RELATED DATA ITEMS 


fe he following list has been included ‘as a source of idens for detoving additonal data items fora build- . 
ing information file. This list is ‘not exhaustive; ather ‘possibilities exist. 7, ; e 


oe : oe © _FELEPHONES (number of lini vets, jacks) fae 


og @ HEL EVATORS (nuniber, type) . 7 _ = . 
“—t: |. © MASTER CLOCK {yes, no) = OT Ow, | 
FARE, INSURANCE RATING 2 gan a oe 

a. @ ROOK AREA yt Te ge ee ae ; 
2) 7 @ ROOK WARRANTY (terminatioh date) — “ 3 nes 


@ 

© GONDITION OF BUILDING | a re 
¢ PORTION OF BUILDING HEATED/COOLED 
e 


MEC HANICAL AND. ELECTRICAL’ SYSTEMS ate Veer date of renovation ér re- R 


"placement, date’ of itspection) a 

"9 | 8 EMERGENCY LIFESAVING EQUIPMENT (type, location) - 

, r : ‘. COMPLIANCE, /WITH CODES AND STANRARDS (for example, Occupational Safety nde 

’ Health Administration, t). S. Department of Lab: tOSHD): health department, etc.) ae, 
The following kinds of information may be useful to LEAS § that gre considering collecting information’ - 
, on ‘energy canservation. As in the list above, these are Only suggestions; a number of other possibilities, 

” exist. “Also, data items 252-266 deal with energy-related information, a oe 24 , 
It should. be noted that at the tine of publication of the handbook, little has been ae to standardize _ 
senetgy-related termitffogy agd oe for energy conservation. ‘measurement. nae 


us . 
Ast we nal j , : : He a 


ae: - re nc ae J ys 


5 ‘ 


.7 

‘ : . ae 

. oe a cae ae 
5 x 


Sony 


‘ ey 


*Reteeaee: ’ » - 
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= PUMIDEE Data- feet Name ‘and Definition; Data-Entry.¢ Code, Name, and Definition Se 
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e* INSULAT ION IN ROOF, waits FLOOR™ iis. amount) 


e EXTERIOR GLASS’ (type, amount) 


@ FUEL.STORAGE CAPACITY type, amount) 

@ ENERGY USE RATING ‘OFSBUILDING (no standard technique is agreed upon at this time) : 
ARE FUEL SUPPLIES INTERRUP TIBLE? (yes, no, type) “ 5 # a re 

FLUE ANALYSIS. (date’ of las? a lysis: results) ~ * 

_ ENERGY ap! T (date of fast: analysis results) / 


<8 © 


490 Series: SPACES (within, By ings 


The ‘ternr space is “used in this him book to 
desgribe the areas within a building. ‘Aésuch, the 


. Space concept alfowsTor a departure from the more 
‘traditional ‘approach: -of: accounting od the area, 


within’a building i in terms rooms. 
The concepts of space J room are closely. 


‘related, but describing a buit ig in, farms of spaces 


provides somewhat more flexibility. room, is * 
defined as 'a’space enclosed witk walls or partitions, 


', Of fixed or movable type,. that provide an: accepta- 
ble sound, barrier: A space, on the other. hand, hhes 


not have'to be baunded on all’ wide’ by walls or 
partitiohs, Fog-the purposes of this “handbook, a 
space is defined as an atea within ¥ building that is 


bounded by’ a floor, a ceHing’at least 6 feet 6 inches - 
- (1.98 meters) in height, 9 and oh the sides: by vertical 


real (walls, partitions) or 


, Imaginary (for example, “open, Sasrcem Spaces, 
. Separated by floor markings only). 


Planes” that may. he 


‘Ini. -many buildings, "LEA's will find’ it ‘most 


practical to follow the’ traditiorial appfeact and — 
a... designate each ‘room ai as one space. In others, it may. 


be more useful to divide.’ room into severlsp 


“(for example, a very large’ multipurpose te 


¥r 


‘used by several groups of: students at once). Th 
te a’ 
’ combihation of two or i rooms.as space. The: ~” 


some. case@™ it might” be useful: to. desi 


designation of. spaces hin. a building: is most 


‘. approptiately performed at tHe level of the LEA o or’: 
_ _ individual school.” The following guidelines can, 
assist itt identifying arid 1 distiriguishing between © 


different spaces: a a” 


AS Areas with reasonably different ae fea- 


‘tures, . reasonably different types of Builtsin 


equipment, and/or reasonably: diffgrent po- . 


nO 
L ocnl ayaa for minimu cling height, oe ee 
a a : 


"Qyentered in in data "sore 
‘While the. 300: Serfesa 


~ tential uses: may best be accounted for as 
Separate spaces. : 


2. “Areas that(are adjacent and have similar 


design featutes, . similar types of built-in 


_ equipment, and/or a similar.tange df poten- 


tial uses, may best be accounted fdr as one 
space.’ 


3. ‘ores separated by vals or partitions, re- * 


irdless -of their ‘similarity, ‘May best, be 
_ adcounted for as Separate spaces,- 
An adjunct is a space, usually small in size, 


which -provides support service to a larger and, 
_ typically, adjacent spac¢. Examples of adjuncts are 


closets, storage rooms, “dressing reoms, ticKet 
‘ booths,-and vaults. Adjuncts are: usually entered 
only through the space or spaces they serve, rather 
than. from hallways or corridors. The principal 
exception is when offites or other. spaces ard 
entered from a central reception room, Such spaces 
typically would not be classified as adjuncts, even 
_ though they are entered only ron the reception 
- Foom. - 

‘In accounting for spaces ‘within a building, an 


adjunct normally would be acdounted for as part of — 


the space | it sei 
‘For exaniple, 4 


rather- than as a separate space. 
sume that a particular clasgroom is 


00 square feet i in atea and has one adjoining cloéget .. | 


that is 15. squate feet‘in area, for a total of 515 
Square feet. In. this-case, “$15” would be entered in 
“data item 302- FibpriArea of-Space and“ 15” would 


vides. for recording 
"information, about areas insic 


cat ilding, the 100 
‘+ Series can accommodate information wapont vs 
. outside (sec data items 113- 12Q). : 


oe 


rented, or Ay ise eentgled by 


r Area of Adjunct. . 


ried buildings: 


~ . 3Ol 


‘.. 302 


303 


NOTE 
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300 Series: SPACES (within buildings) ge 


— SPAGE IDENTIFICATION ( 
. ‘rt . 


, . ; ry . ‘ S} : 
SPACE NUMBER -: A numerical designation of a space within a building: This data item 


~ may be*renamed “ROOM NUMBER” if an LEA chooses to have its space designations cor- 


respond directlysto existing rooms. ' 


- DESIGN (uaracteng TICS —~ 
ay “ % - Wy 
FLOOR AREA OF A SPACE asthe total area’ in square feet (square meters) measured be- 
twéeh the principal wall fa oe or near floor level, plus wall case or alcove spaces, or both, 
opening into and Rane to serve. the AyD carried: on in thte space. Structural space is 
Bifesagte are included.!9 See data @em 304 (data 
ace See'data item 312, p. 74,-for the - 


definition af Agiane. os B.: 


SPACE DIMENSIONS . “fhe ‘Approximate & teeth, width, and height of a space, in feet 
(metgrs), measured between the peinicipy! wall faces at or near floor level, plus wall case 
and; or alcove areas. . eo at 

TYPE OF SPACE -I he primary purpose or use to which a space can be put, 3 as deter- 
mined by its desigirc characteristics (physical layout and built-in tat and equipment), 


regardless of its current use.!! 


" —4 


‘In some cases, it may be difficult to decide whethgsto classify a space as‘instruction, support, 
or a$ an adjunct (a photographic darktoom is a suitable example). Often,-the difference between instruc- 
_ tional and support space is the number of students the space will accommodate and whether de cnviron- 
ment (lighting. availability of necessary equipment, etc.) is suitable for learning. An adjunct may usually 
be differentiated fram_pther spaces by its small size and the fact that many’ adjuncts may be entered only 
. through the space they serve. ‘ 


Ul 
‘ 
. * ‘ 


The tollowing codes are suggested: 


1000 ASSIGNABLE SPACE .--a space that can be used by the bpilding occupants 
: to-carry out their functions’ and responsibilities. .Circulations custodial, 


mechanical, and structural spaces are considered nonassignable spaccs for — o 


the Purposes of this handbbok (sce data entry 2000 below). — - P 7 
- : 1100 ular Inetructional Space .- a space designed primarily or dgclu-. 
Se . : e * -  syVely for unatydchion but aa no special built-in equipment (such as-,: 
- ; v ey a would be found inh physics or ‘chemistry laboratory, for example) of 
: an - = _. other specialized - seat ares: that. limit, its lua Ge specific subject-matter . 
“ aaa . ; 2 8 ae: ; 
. Pe Par 3 ‘areas. = 2 ae ark c 
- 1200 Special Instructional Space a space designed to serve specialized 
a * eet learning activities ‘through the use of special built-in equipment (such 
- eee ue sinks and work banetes seseally ound ina chemisiy Isbyatory) 
. : ~ wAdapted from i iced sifndar Metiiods of Deigiitining Ai ares ‘ Séhpol ‘Buildings: Ms Atibriean: Standardh Associa 2 
fe , ttan, ine. (now known as the Ametican Natiorial Suundards Institute, Inc,), New Yank. approved August 4.1958 pO. -) 
NLEA'@ wishing to collect data.on current ute of spaces within a building may Wish.to add anew dati clément based othe. | 
"ol... classificahon of Functions in Handbook: IR, pp. $49, lugether with the classiffeation of Services Supporting Instruction: Ppp. 
— 90-96, and Sutyect- Matter Arcas, PP 153 nae: bs alanabest VI pean: ee iM bibliographic references: Jor anes: hand: 
PE Bie ke . books ‘ 7 —_ . a : ; “e 
ENC: ae ee ee 
| ae 7 3 % ae i Or aes 
oS | _? e ce re | ee 


Reference 
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e 


1207 
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‘ : ; 
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4a 


. 


"s ’ or other special features (such as the natUral gas or LP’ gas hookups 

: usually found in a chemistry laboratory dr the tiered floor arrange-_ 

* - & ments and accoystical design usually found in a band room). Instruc- 

aa? 7 tional spaces that have no such special features or.built-in-egyipment 
8 ae - should be accounted for under 1100 Regular Instructional Space. 

ye 2 1201 Athletic/ Physical Education Space a space designed and 


provided with’special built-in eqiggpment for physical educa- 
tion activities or for sports an "games involving athletic 
competition, including, indoor- vingarmg pools. 


Business Ediieation Space" wrace depres or prd- 


‘vided with special built-in equipment G&épécial connee® 

* tions for ” equipment (such as typewriters, calculators, 
and busines 

ject-matter areas ‘as Business or Distr 


s machines) for learning Rotive't in such sub- 


Family arid Consumer -Education (Home Economies) 


“Space a spac designed and/or provided with special 


built-in equipment (such as stoves, refrigerators, and sinks) 
for learning activities involving the varied aspécts of food, 
clothing, and shelter, with particular emphasis on consumer 
#ion; management of money, time, energy, and human 
rces; and human relationships focused on child growth 
and development, family relationships, and family Health. 
Industrial Arts Space —a‘space designed and/or provided’ 
with special built-in equipment fdrdeveloping manipulative 
and refated skills. Industrial Arts spaces include agriculture, 
electrical, metal, wood, geh€fal industrial arts, automotive, 
etc. ™ 


’ Kindergarten Space * a space designed and/or provided 


with special built-in equipment for use by‘a groupoor class 
that is organized to provide educational experiehyey for 
children for the year or years preceding the first gradé. 


vf 
Mathematics Laboratory - a space designed And/or pro- 
vided with special buiff-in equipment for fearning activities 
in the field of mathematics. * : 


J ‘ 
Media-Based Instgictional Laboratory - ‘a space designed 
and/or provided with special built-in eq&pment for learn-, 
ing activities dependent upon instructiénal media (mich ‘as 
films, printed materials, records,. tapes, computer-a#isted 
instruction), for eXemple, a language laboratory 


Music Space a space designed*and/or provided with 
special buitein.equipment for lgrning activitics invalving 
choralagighstrumental music. 
' od ; 
Planetarium — a space designed and/or equipped for itrn- 
ing activities involving the an various’ celestial 
e > 


a, 


. 


‘ 
x 


¥ . 


tive Education. ¢@ 


‘oO 


\ 


* 


” 


s 


» 


: / ; ° Ne 
: : . ee 
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: ; . gy ; . iz . . Pi : x : 
Reference - i of a a 
% number ‘Data-ltem Name and Definition; Data-Entry Code, Name, and Definition © 5. * ; 
ary - : a . . ’ 
Ke es ° _ "and/or terrestrial images and effects of a: particular time 
ee = es ~tnd place gn the walls and/or ceiling of the space. a. # 
’ : a4 1210 Science Laboratory ~ a space designed and/or provided * 
fs with special ae equipment for learning activities in- 
: , volving student t experimentation, observation, or participa- ~., .°’ 


tion in the sciences. Science laboratories include bioldgy, 
chemistry, physics, general scidnce, 


: 1211 Special Instructional Space for Exceptional | Children — a 

aN Fa space designed .and/or provided with special built- ites 

equipment for providing i instruction to students with partic 

~ = .” lar physical or mental disabilities. 

. 7% ; ‘ _ 1212 Computer/Data-Processing Space (Instructional) —a 1 space 

? "designed and/or provided with special built-in equipment 

* for, learning activities dealing with the use, opesation, or 
maihtenatice of computers and/ or. peripheral devices (tApe 7 gs 

drives, card readers, etc.). ; 


* ; , 1213 Darkroom (Instrictional) ~ an aed space designed 
os . ’ and/or provided with built-in equipment for learning activi- 
; , ties dealing with the printing and  peocening: of i 
we graphic films and papers. 
e 1214 Motion Picture Studio (Instructional) -- ‘a . space ‘dined 
; and/or provided with special built-in equipment for learn- 
ing activities dealing with the staging and filming of * 
; motion pictures. - : . ; ~ 
1215 Radio Studio (Instructional) - 4 Space designed and/or 
—_ . provided with special bualt-in equipment for learning activi- 
‘ . 7 “ ties dealing with radio broadcasting. ; 
: - $216 Sound Studio (Instructional) -- a space designed and/or _@ 
! : provided with special built-in equipment for learning activi- 
*% ties degling with the recording of sound. - 
7 .s 1217 Television Studio (Instructional) a spn advan and/or 
: _. provided with special built-in equipment for learning activi- 
Me ties dealing with the production of television programs. 
~ 1299 Other Special Instructional Space - any special instruc- 
. tional space not given above. . 
: ee * ; 1300 Learning Resources Space a space designed or provided with 
: oS ° special built-in equipment for activities related to the development 
and supply of learning resources (particularly materials and devices) 
and for learning activities. Examples include, if the above criteria are 
“a : met, spaces referred to as educational media centers, libraries, in- 
>. structional materials centers, and .learning resources centérs (see. 
> Handbook X, Educational Technology: A Handbook of Standard — vo 
a 7 Terminology and a Guide for Recording and Reporting Information 
Y 7 About Educational Technology for discussions of these terms). 


ears se $400 Muttiple-Purpose Space = aspace designed for a number of purposes 
: * that may include both ifstruction and support activities. ” 


os o@ 


+ 


- 
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1410, Auditorium .- space designed and constructed with a built- 
in stagé, often having a sloping floor and fixed seating, for 
: use primarily as an assembly cenfer. ; 
1420. | Cafeteria * -a space designed and equipped primarily for 
; 4 the preparation, serving, and eating of food. Le 
é - vb 8, : 1430 = Cafetorium —- a space designed for the combined func- 
: a - tlons my might normally be served by a separate-cafeteria 


and auditoriam. an 


: a ; _ 1440 Gymnatotium a space designed specifically for the com- 

3 . ~ . bined functions that might normally be served by a separate 
gymnasium and, auditorium. 2? 

‘ 1490 Other Multiple-Purpose Space --. any multiple-purpose. 

- Space not given above. 


° ~@ 7 ; ; R 7 
1500 Support Space’ - a space designed and/or provided with special 
builtrin equipment for purposes other than instruction. 
NOTE -- Several spaces below have counterparts among the jnstructional spaces in data enjry 1200 (p. 
67). See the note under _ Type of Space for distinction between Support Space and" Instructional 
Space. . ; co" 


7 
° 


7 i > - sol Computer/Data-Processing Space --. a space that hoetes a 
computer (central processing unit) and/or certain peripheral 


all devices (tape drives, card readers, etc.). a 


XN San 1502 - Conference Room  - an enclosed space (room) .aseg pri- 
>. ; marily for meetings and Similar activities, but not ‘for in- 


structional purposes. ea : 
ww - <* 1503 “Darkroom .~ an enclosed space ssid a prove 
a ‘ with special built-in equipment for the priritihg and pros 
an > : * ot A I cessing Of photographic films and papers. 
* e 1'504/ Equipment Room -- an enclosed space designed and/or 
; provided with special built-in‘ equipment primarily for the 
. y : Storage and distribution of instructional enue 
. j ; . . A 
: is 6 Health-Care Space -- a space designed afd/or. provided 
* with special built-ia equipment primarily for the provision 
a ~ om ' of health-care services. ae 
* . 1506. Maintenance and Repair Shop — a space designed and/or 
| » Provided with special built-in equipment primarily for the 
|‘, tepair, maintenance, or manufacture of equipment, vehicles, 
; | gor other items used by the LEA. 


, 1507 pote Picture Studlo —; a space designed and/or provided 
sf ‘ ith special_equiprfent for the Staging and filming of mo- 
| tin pictures. ; 
4 Se, "  1$08 Office — a space.designed for a person-or persons working 
. a - at aldesk or t4ble and not involved in instruction or learning 
leek be - . activities. ’ 
Py od : *o 8 .. a . % 
os a * ate a ‘ ; “3% / ' 4 
= ERIC ; hs cae ; — \ : 2/ . @4 7 “4 
: ‘ a Bye ah ee oe _— Ld 
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Offices include rooms designed or equipped for 9thér pur- 
poses which incidentally contain a desk(s) or table(s),-saich 
as regular instructional ‘space, laboratories, ° or. learning/re- 
source centers. 


1509 - Projection Room -- apace adjacent to and interfacing with 
a’ viewing area and with the necessary design and/or built 


in Re aa materials on a screen in the 
* viewing area - 


special built-in equipment primarm@for radio broadcasting. 


“1510; Radio Studio -- a space jo with 


S11 —- Residential Space - a space, designed “ee equipped toy 
serve as all or part ofa regidende. 


1512 Sourd Studio -. a space designed and/or seovidea with 


— special built-in equipment, primarily for recording sound. 7 
1513 Storage Space - a space thatvis limited by ‘its design to. 


storage functions. — F 
1514 — Television Studio — a space ‘designed and/or provided with 


special built-in equipment for the staging and production, 


of television ‘programs. - “s 


: 1S 15 ~Vehicle-Storage Space — a space designed to house or store 


a 
. 


primarily vehicles, such as garages, boathouses, and airport 
hangars. 


- 21580 General Support Space — a space deaigned to be flexible i in 


use; for example, a room that’ could be used for storage, 
meetings, or an office, depending on the needs of the LEA. 


1590 Other Support Space --. any support space not given above. 


1900 -- Other Assignable. Space —- any assignable space not given above. 
Peery SPACE °-- any space that is not classified as assignable 


“bit is fF 


essary for the general operation of the building, including primartty 


circllation, custodial, mechanical, and structufal space. ; 


2100 


sgooms, custodial locker rooms, and cu 


“Circulation Space -. space required for physical access to some sub- 
division of § Space, whether directly bounded by partitions or not. This 
incliNes corridors, elevator shafts, escalators, fire towers, stairways, 
loading platforms, elevator lobbies, tunnels, and’ ‘bridges NIMES used 
for circulation within officé suités, auditoriums, or other assignable 
areas are ‘not circulation areas. . 


Custodial Space -. space used iat the protection, care, and mainte- 
nance of a building, including trash oms, guard rooms, custodial 


u 


Mechanical Space ~ space thd\hougés mechanical eqitipment and, 
utility services, including air-duct shafts, boiler rooms, mechanical- 


service shafts, meter, and communications closets, and service chutes. & 


Structural Space... space that cannot be occupied er put to use be- 
cause*of structural featufes of th building, including exterior walls, 
fire walls, permanent partitions, ol? nusable areas in attics, base- 
ments, or T comparable portions of a building. 


’, on 


1% 2 . « 


* 


Cd 
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2900 Other Nonagsignable Space. any nonassignable space not given 


mo, above. ; ‘ 
305. STUDENT CAPACITY OFA SPACE” The number of students that-can be aecomitios 
| Way dated in a space at one time when the space-is being used for the purpose for which it was ™ 


designed, according to existing State-approved standards.. Student capacity of a given space 
is dependent upon existing standards or policies governing the operation of the school and 
- Space in question with respect to three major clements: st udent/ teacher ratios, organization 
of the school, and the educational program for which ‘the--space was designed and/ 
equipped, Once established, this figure should be changed only when-the standards or pohi- 
"cies regulating thé three elements are definitely changed or when there is a change affecting — 
_ student capacity as a result of additions to or remodeling of the space. (Sec Capacity of a 
> Space, Student, in chapter 6, p. 89.) . — ; 
306 NUMBER OF FIXED STUDENT STATIONS _ Fixed (builtain, bolted down) features ofa 
* . . space limiting the nuimber of students participating in learning activites, such as fixed chairs, 
_ work benches, or laboratory stations. Many spaces have'no fixed student stations, 


. 


307) |» WALL FLEXIBILITY ‘The type of construction of a wall forming a boundary of a space, 
classified by degrees-of flexibility or. movability. To provide the maximum information, the © 
degree of flexibility should be indicated for eactf wall,, artition, or others boundary that de- 
fines a space (see the definition of*space’at the beyindhe of the 300 Series), The. following 
codes are suggested: i: ; a 

l PERMANENT, LOAD-BEARING ~ a wall that is an integral part of the building 

and without which the building would not stand: such walls begin at the footings 

and sygport the floor(s) and/or roof, as well as lateral forces, Bae ae . 

2 PERMANENT, NONBEARING a wall or other partition not supporting floor{$) 

and, or roof(s), and designed or-constructed so that it can be dismantled or moved 
_ , without significantly altering its shape or destroying its future usefulness-as a wall. ° 

3 DEMOUNTABLE WALL a wall or other partition thatcay be attached in a 

; fixed position to a ceiling, floor, and /-a¥ another wall, but is designed to be de- 

a mountable without being damaged-or losing its usefulness as a wall. 

. : 4 OPERABLE WALL , a wall or other partition, usually madé of metal, wood, or 
m~ plastics, which is suspended -from a track, moves along the track, and gan be 

Mlded or rétracted, ‘usually“into a recessed’ storage area. —— ~ 

§ CURTAIN OR DRAPE a partition made of cloth, plastic, or other flexible ma- 
terial, which hangs from the ceiling and’ moves along a track. a 
6. OTHER PHYSICAL BOUNDARY < any:-boundary formed by an object or ob- 
- . fects il above; such a boundary is often formed by, items of furni- : 
a ~ ture, s cages, file cabinets, room dividers, desk arrangements ortable 
o™ screens, or planters. & a ; : . ; 
‘ *  % "IMAGINARY BOUNDARY |. a boundary consisting of an imaginary vertical 


» 


» plane (no physical boundary exists), a * = a ee 


» Student capacity can be measured ina Qumber of ways. In keeping with the primary Ninction of property accounting, which 

is to record inggrmation about the design characteristics of property. 305 Student Capacity of A Space deals with student 

capacity according to design. L EA’s desiring more or ae information on the ot pects of student capacity (such as Current 
cla 


use, which may Change from semester to seniester and from clabs to clasS\may wigh to creat®additional data items, See also data ttem 
306 Number of Fixed Student Stations. . ‘ : 
(peg : : } 
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DEFINITIONS OF PROPERTY DALA - 3 oR 4 ae ee = #93" 
Reference ee e * . e 
e number Data- Item Name ahd Definition; Data- aes Code, Name, aud Definition, a oo 
308 “TYPE OF WALL FINISH The type of snatenial used to finish a wall that forms the bound- 
» "ary of a space. To provide the maximum information, the type of wall finish should be indi- 
e. wh , cated for each wall, partition, or ottier boundary-that defines a space isey definition of the . 
. term “Space” on p. 66 ). The following codes - are suggested: 
a . Ol. PLASTER oe eas : 
“02 CONCRETE BLOCK : 3 7, 
3 ‘BRIC K _* . es y 7 a 
" 04 CERAMIC TILE “— 
i 05 ‘WwooD 
06 METAL . - oe 
07 - FIBER BOARD | es eo “. 7 
: [08 «PLASTIC nee cai ar Tne Pas 
— ' 09 CHALKBOARD Ee r ; 
r | {0 °GYP.BOARD, PAIN] ERD: - 
| 11 GYP BOARD, VINY4, TED re : 
12 GLASS - 8 ’ Pi ~ 
| 13 CORK 
at 99. OTHER, 


309 i FLOOR FINISH The type of material used to fine the floor that forms one boundary of 
' a space. The following codes are suggested: 2 

1 CONCRETE, : ae ne 
2... WOOD co, nate 
3. RESILIENT TILE includes asphalt; vinyl, and rubber tiles 9 4s" * 
4 CERAMIC TILE | a ee aoe 8 

ae. TERRAZZO. LS a oe a ae 
\ 6°: CARPET .- . a > fe” ge 
- \ 7. LINOLEUM: ee ee OS ow 
8° MARBLE -* i 

9 OTHER . He OR _— 


FINISH The type of material used tofinish the ceiling of a space. The following: 
codas are\suggested’ . = re oo rae 
LASTER er 
apes vaags ra aN 
ACOUSTICAL PLASTER . 7. Mee - 
COUSTICAL TILE OR PANELS a : i 
ASONRY _ we _ _ oo a 


PLASTIC «+. OS - aes 
OTHER: 


ae 311 TYPE OF LI TING» The type of lighting primarily used in £Wace. The following codes ' 
®. _ ae sUpgested:: + a : . ’ sad 
7 { INCANDESCENT ©) a 2 
2. FLUORESCENT : - av”. gs ge 
3. MERCURY 4 oe ««* : . aoe 
°9 OTHER . - ‘ . = : . 


. 
tee 


| | a ae | 
58 - 3 - 7 “eas | . i. 2 : Toe 8 PROPERTY ACCOUNTING _ 
cicecnee? : : , . . : | — . 
- : number WData-ltem meme a ion ee Code, Name, and Definition 28 EF ag 
 30@ Series: SPACES (within buildings) — Continued - oe 4 
oe? | = INFORMATION ON ADJUNCTS — - a “% 


-312. > TYPE OF ADJUNCT - ‘A space#usually small in size, which provides support service to a 
— " larger and, typically, adjacent space. Adjuncts are usually entered only through the space or” 


spaces they serve, rather than from hallways or corridors. An office or.dther space that can’ 
only be entéred from a reception room is not an adjunct. See also the discussion of adjunct on 
. ae . , - . . ; a 
oe Pe: 66. . te : oo : 
| NOTE. . In some cases, it may be difficult to decide whether to classify a space asa Suppgrt Space (data 
_ entry 1500, p- 70) or as an Adjunct Space. Adjunéts usually may be differentiated from other ‘spaces by 
their small size and limited accessibility. | = 3 - 2 


The following codes ate suggested: eee f OO aren 

‘1 STORAGE ROOM .- a-room with special construction limiting the use of the - 
room to or making it best suited for storage purposes; included are closets with 
@elves and coat ‘racks ‘or poles, vaults, and other Specially constructed storage 


~ r 


rooms. é 
yp” PRIV(TE TOILET/BATHROOM .. a room with built-in lavatory tpilet, and/or” 
OA th bower fixtures, usually having at the most one or two of each Mind of fixture.- 
ier 5 ; ROOM .- a roona designed, gt provided with spegial built-in equip- a 

En ee “Mctivities specifically in support of the space PSAs (and through =. 
8 be WIRch ‘itch be entered), incliiding such roomy as clinic bed. oq is, dressing rooms, 
. \ ' hearingitent ‘rooms; press boxes, snack-bars, and ticket bod 


¢ 


a 


4 GENERAL PURPQSIPADJUNCT — a room qualifying as an adjunct but having _ 
no special design or purpose limiting its use, and thus being usable hs a storage in 
room, support room, ov for other purposes. | a 
, ) OTHER © =. a ae fo. ; : 7 7 
313 ; FLOOR AREA OF ADJUNCT ~~ The area in square feet (square mejers) of an adjunct. Ad- 
' ‘Junet space is measured between tle principal wal] faces at or near floor level, plus wall case 
or alcove Spaces, or other, opening into and-designed_ to sérve the activity carried on in the 
space, See also data item 312 Type ‘of Adjunct, : 
; = ; - . om 
. e “” * are “ a * 49 . * : wv? ‘¢ : , + 
a -. OTHER POTENTIALLY USEFUL SPACE-RELATED DATA ITEMS’ ° —? 3 
: : a ‘ ha an ea : . . * : ee % f é ; a 
‘The following list has been included as-a source of ideas for developing additional data itents for a SpRce- 
‘information file. Also, data itemy in the 200 Series (Buildings) are another source. The list below is hot 
exhaustive; other possibilities exist, : & 2 . = ee 
_@ TYPES OF COMMUNICATION AVAILABLE —= (telephone, speaker, offibination, progralh, 
code call, cgmputer terminals; one-way, two-way) ; - 
‘TELEVISION. AVAILABILITY -- (television reception, program origination) . 
LIGHTING LEVEL AT DESK TOP -- (average foot candlesat desk level, under several'conditions) - 


-EXTERIOR CONTROL OF NATURAL LIGHT ~. (sunscreen, exterior baffles, exterior louvers) 


“INTERIOR CONTROL OF NATURAL LIGHT (drapes, venetian blinds, baffles, single roll shades, _ 


“double roll shades) . i. ’ . 


- ”, 


: 
_ @ @ @ @ 
° 
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DEFINITIONS OF BROPERTY DATA | ee a ; 5 oF « 15 
- é Reference. i ar? a . - . 
=. & nuther - palace Name and Definition, Data-Entry Code, Name, and Definition 


“te 
_@ ~ VOLUME QF SPACE (cubic feet or neabie meters) * 


® AREA OF WINDOWS (square feet or Square meters) 
e / TYPE OF GLASS | | 
e* NUMBER OF 110 VOLT:RECEPTACLES | | Ms 
‘NUMBER OF’220 VOLT RECEPTACLES _ | at 
_ PROJECTION SCREEN BUILT-IN (yes, no): eo — ‘ 
"CABLE TV CONNECTION (yes,ino): he a | 
LINEAR FEET (METERS) OF CHALKBOARD _ * = 
SQUARE FEET (METERS) OF TACKBOARD © ke ee 
FIRE HOSE @ABINET (yes, nk or number) : : og 
FIRE nee 4 PULL STATIN (yes, no or number) | 
FIRE DETECT OR (yes, no or number) 
/ AUTOMATIC SPRINKLER (yes, no or number) “<= :, 
NUMBER OF FIRE EXTINGUISHERS _s 
‘NUMBER OF GAS OUTLETS : 
. NUMBER OF COMPRESSED-AIR’ OUTLETS (and PSI available) 
NUMBER OF FULL LOCKERS | es 
¢ NUMBER OF HALF LOCKERS. ” ae. r 
_—.. sf NUMBER OF SHOWER HEADS ; oe a 
/  *. .@ NUMBER OF DRINKING: FOUNTAIN BUBBLERS . 
@ NUMBER OF SERVICE SINKS =~ - 7 


The following kinds of information may be useful to those LEA’ 8 employing a maintenance ce sched 
System. As in the list above, these are. only suggestions, a number of additional possibilities exist 


e DATE ROOM LAST PAINTED - . so. Sa ; 
_© DATE WINDOW BLIND LAST CLEANED °_- a. a - 
e DATE LIGHT BULBS LAST REPLACED 7" %& - 
e@ DATE FLOOR COVERING LAST INSTALLED" “ss a 
e@ DATE ACOUSTICAL CEILING TILE LAST. INSTALLED eo 
@ DATEFIREEXTINGUISHER ANBSAFETY EQUIPMENT LAST SERVICED OR REPLACEE, 
© DATE DOOR LOCKS LAST. CHANGED, a / oe on 2 
. 4 . , we . 
400 ae EQUIPMENT —Continued I. Under normat conditions, of. , including® 
r ee i 7 * _* feasonable-care and maintenagice, it has an 
. An equipment} item is a movable or fixed anticipated useftthife of thong than | year; 
unit of furniture or furnishings? an instrument, @ = It is of significant value; 3, , 
machine, an apparatus, ot a set of articles that ; ; (. 
meets all of the following conditions: . 3. It retains sk original shag‘and appearance 
- _— 4 : with use; Z| 4 
7 : TA detailed disc fon of equipment js contained in chap- ma ce nonexpen ble; thy : b if the aflicle is 
+: tef'7 together wit’ criteria differentiating equipment from mare or some of its - s are lost or worn 
supplies, gs out, it’ is is usually mong easible to repair it 
9 os 7 : : 9 . . a . 


é . . ee é 
y : 
it Phe by 0G : . 7 : " ‘e. : : o- 


76 


than to replace it with an entirely new unit; 


and 


/ : : 
5. It does not lose its identity through incor- 
P¢ration into .a different or more eownples 
“uhit or substance. 


- 


The data items in the 400° Series apply gener- * 


Ally to beth built-in and movable'+ equipment, 
with the exception that data-items 422, 423, and 


' 424 deal with items under group control and* . 


rarely will be applicable to built-in equipment. 

A further consideration for using the data items | 
offered in the 400 Series i that certain data items” 
apply primarily to mally, items ot equipment 
(equipment items of relatively high value, for 


which the cost of keeping detailed equipment . 


records is easily justified), while other data items 


apply primarily to minor equipment items (equip- . 


ment items that are relatively low in value and that 
do not warrant detailed equipment records). 

Experience has shown that accounting for 
equipment 1s an ‘enormous task, particularly 
when a new property accoupting system Is being 
implemented and equipment data are being « col- 
lected for the first time. Operating a sophisti- 


ee e 
NCriteria diderentiating built-in eyuipmentefrom movable 
equipment are-dpntyined in chapter 7, p 99 


Cae aa 


” . = 
PROPERTY ACCOUNTING 


cated equipment accounting system can be time- 
consuming and costly, particularly if it isa manual — 
system (without ‘the aid of computers or account- 
ing’ machines). For these reasons, LEA's should 
planvand justify the’creation or revision of equip- 
ment accounting systems carefully. 

Not all equipment accounting systems - will 
have the’ same features. Some LEA’s will choose’ 
to accognt for all equipment, large and ‘mall. 
Other LEA’s may choose to “account: only, fol 


-major: items .of equipment (equipment items of. 


significant. value}. On the other hand,. sonte 
LEA’s may cheose to record all or most of the 
suggésted data items for each piece of equipment, 
while other LEA’s ‘may choose to record only a 
few jdata items per piece of equipment. Regard- — 
lessof the size or format of any J|.EA’s equipment 
accounting system, each systefn should.be de- - 


signed to provide the essential data ‘needed for 


proper “eqtlipment management and control in 
return fora reasonable expenditure of time and 
money. 

When recording data that can change fron 
time to time, it may be useful to also record the 
date on which. the’ data were collected. Users can. 
then determine how, timely the data are. Data 
items to which-this may,apply are 412, 413, 414, 
427, 428, 430, and 433. 


q 


‘ 


. , -. so 4 , 
Reference © res 
number Data-Item Name and Definition; Data- Entry Code, Namie, and Definition .- 
400 Series: EQUIPMENT 
9 ae 
is _ - EQUIPMENT IDENTIFICA TION — 


EQUIPMENT TAG NUMBER - 


vA 


° 


A unique reference number assigned to an item of equip- 


ment owned or controlled by the I.EA. For items under group control, the Equipment Tag 
Number would be the game for all items within the same group (see discussion of equipment 
_ under group contrg R00 of chapter 7). _ / 
EQUIPMENT INVENTORY NUMBER A reference number assigned to an item of. _ 
equipment with a pafticular style, use, supply source, or other common characteristic. . 7 
Identical equipment items share a common Equipment Inventory Number. Such numbers ae 
are used primirily for items that are stocked or warehoused by the LEA for a significant 
8 _ amount of time before being placed into service. Also. a to as a stock number. 


x 


Pe = ERAL DESCRIPTIVE _ ORMA TION as 


403 EQUIPMENT TYPE'S~ A series of categories that separate ssaaea into groupsaccord- * *. 
ing to similar functional or operational characteristics. (A further subclassification of in- 


i Depending: ‘on the coding system used by ‘the LBA, it is possible to incorporate the data-entry codes suggested in"403 Equip- 
ment Type and/or the information masses in 404 E ‘quipment Description intd the Equipment Inventory Number described 
tn data item 402. { 
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Data-Item — Definition, Data-Entry Code, Name, ‘and Definition , 


structional equipment into more apeciie: categories i is available c on pp: 64-100 at Handbook 
X.!6) The following cod¢s-are suggested: 1 ‘ ; 


1000 ~=INS RUCTIONAL EQUIPMENT — equipment sed the process of in- 
wie FS _ struction or intits production, reproduction, transmission, or display. Instruc- pea 
. tional equipment is classified below i in terms of devices, materials, and furni- 

. ture‘and fixtures. a 


: _. 1100. Instructional ‘Device — : instructional équipmient with mechanical, 

Fant ~. ze, ‘ "moving parts and/or electronic or electrical circuits’ Hand tools - 
ie "without moving parts are included when they qualify as, equipme 
; . (see equipment criteria in chapter 7, p. 98) and are i tended fal 
. 2s ms insgpuctional Pp Tposes. Kits consisting primarily of dev 
a than recorded materials, such as tool kits, should be classified under : 
the type of device that ‘predominates. Kits consisting primarily ofe * 

‘recorded materinls should be classified in the’ 1208 series of: data 


. Ties. °. 

— ' se 2 : A _ Audio Device — a device used for the reception, recording, 
.- : transmigsion, or reproduction of sound (only), such as 3 an 
~ -e .e audiotape recorder, ee receiver, mierephone, or loud- 

= ee - speaker‘ 
’ . 1120 - Computer Device — a devise or conbination of devices, 
ecapable of accepting information, applying prescribed, 
pracesses to the iniformation, and lene the results of 


1130 Graphics and Graphics Reproduction Device — a device 
Te Fs “2 mk -- utilized in the production and reproduction of graphic ma- 
ae, , terials, excluding computer devices, but including such © 

P - , devices as copiers, offset presses, and dry mount presses. 


fa: ‘“\ ‘ ms - ~. 1140. Electronic Display Device a device used in the praduction 

= . : ' , and _electronic,transmission Of visual images and sound, 
\ - excluding computtr devices, but iricluding such devices as 
a television receivers and videotape recorders. 


1150 Photographic-Device — a device used in photographic pro- 
~ + duction, either still photography, motion picture photog- : 
raphy, or microfilming; movuine ‘motion picture photog-, 
4 .*, . ote 4 oe raphy with sound. 
_ « , +160 Projected and Magnified Display: Device -- a device that 
; a a — enlarges of magnifies visual images for viewing, such as a 4 
* . filmstrip projector, glide projector, micypform viewer, ove . «| 
: heegd projectoror motion picture projector; ‘may mae pro- 
vision for sound accompaniment. - 


1170 Physical Display Device --- a device to, which: items to be 
Ue ’ displayed are attached or on which information i is written, / 
; ; M8 gos 7 > | such as a bulletin board, chalkboard, or magnetic board. 


* : = 8 


‘ , ~ s 


Full bibliographic information on Hatidbook X is contained in appendix E. oo L. 


‘ 


* these items as either supplies or equipment is not entirely clear, classification 1200, 
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Reterence - . . 


- number Data- Item‘ Name and Definition Data-Entry Code, Name, and Definition, 


a « 400 Sories: EQUIPMENT — - Continued | 


ae - “~ "1180 Subject-Matter-Related Device -- a device, peculiar to a 

7 : 2 specific subject matter or content an@ not classified above. 
wpe 4g i - Devices not limited by design to just one subject- -matter 
area should be classifi ed in data engries I I 10-1170 when- 


“ eo ever possible. . 
HIi8t. “art Equipment - - ‘for example, potter’s wheels; 
eR ‘kilns.- easels, and other equipment for activities 
c such as meta}working, weaving, drawing, paint- 
> Te 1a. . —— ing, printing, modeling, OnE carving, ‘and 
7 ge ~ 2 constructing. 
- eof ‘., 11%2 ‘Business Equipment — for-example, typewriters , 
a: . and calculating machines. 
a * ' 1183. Driver Education’ Equipment - for Pe auto- 
a . aR _ mobiles, and automobile and traffic simulators. 
4 ; 1184 '- Honigmaking Equipment -- , for example, ranges, 
* ° — - household tools and utensils, sewing machines, 
w co and sie and ironing equipment.: 
>. 1185 Industrial Arts Equipment -— for example, weld- 
eos ; ing apparatus, lathes, power saws, and hand spol 
co ° ; 1186: ° Music Equipment --- for example, pianos, ne 
7 : ments, and uniforms. ; 
. ie an 2 [187 Physical - Eduication Equipmént -- for example, 
vie Se ee . Rage ae Baie .equipment, gymnastics equipment; one : 
oa fue i ae ae a. se. Be equipment for physical rehabilitation. 
oe oe eke ge TIS "Scientific Laboratory Equipment — for example, 
“~~ Pe ee te ENE. Pa oe utility. outlets, bunsen burners, microscopes, and 
oe ar 2 is balances. Ta ’ 
eo 1189° Other ‘Subject- ‘MattegeRelated “Device -- equip- 
, . Oe : ment ‘for. subject- matter areas not’ given above. 
" , Big? 41100 - Other Instructional Device — any device “used for instruc- 
\ ee eee tional purposes, not ‘classified above. ,* « «4 
. 1200 Recorded Instructional Materjals’” — instructional materials that are 
: nonmechanical j In mature and are ready for use in the instructional 
ewe Be process, usually with some sort of content or instructional message 
incorporated into. them. 
~ 
; 1210 F - Audiorecording _ “Materials ~ materials ‘on which ch 
*. . (only) i is stored and can be reproduc (played back mech 
. : ; oe ® 


THaaltoorR . page 17, aeeis grateriais in the sume manner that supplies are defined in chapter 7 of this hand hook. However, 
several items classified in‘Handbook X as recorded “instructional materials, such a§ library books, certain shops and laboratory 
models, and certain globes, might well be classified as equipment. under the detinition in this’ handbook. Since the clasvitication of 

[nstructional Materials is presented here so that 
each LEA choosing to account for thete instructional materials as eyyipment can do go, In detormining which instructional nfaterials 
are to be classified as equipment. use the criterig-and accompanymg discussion of-this topic presented in chapter 7, pp. 98-99 .ws4 
guide Full bibliographic information on ie oa Xx is contained if appendix E. ‘ 
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8 DEFINITIONS OF PROPERTY DAFA os ce Kk ee . ef : on “719 ¢ 
< - . * w : ra ~ 
Relerence = #8 * . : : 4 eS , 
.-- “number Data- Item. Name and Definition: Dagny Code, Name, and Definition Ea ee ga 
Cae ae ig * “ % 4 t 
a ~ “ 2 — ically and/or electronically), ‘such as’ “certain Prerecorded sf 
ao. . St records and tapes, Fe a 
ee 4 at 


compiiécr, either as input or output, such as Prerecorded 

; Comper tapes or sdmple printouts, {7 : 
1230 », -Electranic Display Materials ——" materials on Ghich signals 
“sare. pe age for use. through electronic displayvon a cathode 


a ae ; . oes ray tube, usually ‘television, excluding recorded materials . 


ao : P. ~ for computer o put on a cathode ray tube, including such . 
es : - ; . items as ae 

Projected and Magnified Materials — recorded visual mate- 

rials intended to be enlarged, magnified, or projgcted for 

use, including such items as motion picture films, holo- 

graphic mates, filmstrips, and microforms, >. 


: oy a \ eo. Poo. 7 Printed/ Pictorial Materials -- two-dimensional materials 
a a8 ae _, .with verbal or pictorial. information that do not usually re-" 
7 i” . quire special equipment or magnification for use, including.. 


. Ft 1° 


em " bdoks (usually not textbooks). 


Z ; 1260 Lt Myree-Dimensional Materials - — materials that are most 
ah * se Oy ee . easily Ghassifiggd i in terms of their three-dimensidnal, aspects, 
a a \ ; ® including certain shop and laboratory models, large globes, 

: . exhibits, dioramas, and other realia. 


- ts ee - -1270 Multimedia Kits - a collection of recorded materials from 

e - 4 oO » ‘+two,or more types of media. Kits consisting ‘of recorded 

4 Hs are ae a. materials - ‘of the same type: stiould be’ recorded under their 
a 


Se 4 isa bedaee oo an , 
Eh wae” - a Lo, 1 , rn) oo 


. ~ “. "= "1290. Other Recorded Instructional Materials — any recorded 
m4 ®t . “es Se instructional’ materials qualifying-as equipment (see chap- 
, ter 7, pp. 97- 10 Myand. not classified above. ; 


4 Py ge = oe Other @gstrugtionat Equipment. ~ any instructionap equipment not 
: classified BONG. 


- ° * 2000 ; OTHER [QUIPMENT ‘eactilipiiedt not classified sind bia entry K}00 ' 
°. as ee ee instyuctipnat equipment, — 


we 


” 


2100 *( Fusniture * equipment used for sitting; as a support for. ‘writing, 
' drawing, ex crimentation, and work activities; as storage sp cA for 
, material items; or Tor decorative purposes; including all furniture 


on - “used for instruction unless classified elsewhere under data entry 1000 
he. Instructional Equipment (particularly under data entry 1180 Subject- 
be ‘ . Matter=Related Device). me ts , 


Sey > Machi and Apparatus + equiiment that transmits or modifies 
<— Pe ea: so as to pétform some desired kind of work, usually 
8 he camposed’ of 4 complex combination of parts; excluding vehicles and 
‘4 ahy ‘gagchinery' or appatatus classified under data entry 1900 Instruc-. 

sa * at -tional . Equipment, Equipmept used for both instructional purposes 
“ant Gifipote; purposes, such as.a aaah accounted for 


under, oe classification bdst describing its dt use, . 
: “y APy “ i 


a 


videotapes, videadiscs, or video cassettes. 


ye 4q 1220" Computer Materials -~ materials mended for use with a. hee 


” 


an 


of 


“fe 


Boats 


: on ; : ( oo ° , ‘ : ‘4 | 3 
: ; Sg . : / or Sf . : 
RI ; \ ° . sos 7 : oy 4 —_ . : : 
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| Reference me ~ 7. a an 2 B a reer a ee 

. ‘number’ Data- Item’ ‘Name and. Definition; baie as Waar 4 Definition -“* “* 4" > 
a oo hd * *. 
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oe ae ee eas 2210... ‘Hand Tools’ -— instrumettty: rhaghinery, and apparatus that 


se ee ry : -a 


aS a : | - may be ‘picked, up in $be\ hands. and/or moved .as individual- oe 


“a a oo” Pee ma ~ units is the performagce” of their primary functions, ° 
- - ey : a . 2220 . hou: ‘Desk, of Floor Machinery (Office) —- machinery and 


_Such * ‘as power. mowers, yacuumn cleaners, drills, and wrench if 


Ee ae. a ee ne _ apparatiis ‘that, er normal o eration, remains: stationar 
, , ae. oe p y 


e. |. “dee Sita en a bendh desk. rfloar during, Opetation, and is typically 
Ee , used in an affice Environment (rather than, for instance, a," 
~ repair slp), such. as typewriters, calculating, machines, ‘and 


. x ; i 8 ® a duplicators. * "| * 


2230 _ Benich, Desk, ar, F we Machigdry (Nonoffice) —- machinery oe 
, .,and apparatus that, under normal operation, remains sta--, . 
oe oe ; ~ Pr tionary. on a bench, desk, or floor during operation, and is - 
yl Be 7 _ 7 normally - “used i in an environment other than’ ah officeocan 
© . : ete ‘instructional, setting eee an enyironment was ve a fepau ; 
Th J = #2 7 shop, for example).*: oh ae Pare 3 


ore, EL a fe "2240 Heavy | Construction. Machinery) - ‘sell cofopelled and 


a , - oo 


- - oN e oho . ~ atfachment-type machinety- or apparatuy t ay i ised in = 


' ; ; heavy construction work, “Such ds demolish constructing 
< i aa buildin , roads, and sidewalki:, and demolishing buildings. 

are : 
ea 2 Ie, cranes; itidozers, graders, power shovels, 


os, wee 


pn ° ' a 2 a. an “poncrete-mixers. Majogattachn its that: can be oper- f ° 


‘ ; “ated interchangeably with Wo ‘or More pieces of heavy 
ae constructior machinery are accounted . for: separately. 
*  Nehicles (such as dump trucks, concrete iiter-trucks, and * 
water sprinkler trucks) that may be used in connection with. 
. ; ‘ Neay) pnstruction work are not classified here but unde 
ae gk ; 23 ehicles., , 


AS ‘ k i 
a eo . * 2300 Vehicles -~ equipment used to Fusilli or objects; examples © 
‘ + . are automobites, trucks, aircraft, buses, station ep te vans, boats, 
including trailer-type equipment and other attachments. operated 
from such vehicles, but excluding véhicles classified gs instructional . 
equipment under data entry, 1000 (particularly under ward 1183 ; 
Driver Education Equipment).. ; ‘ 


Other wt . ” an y 


4 
” _« 


404, DESCRIPTION OF:E0 UIPMENTH. -~ ¥ brief description of an item of equipment, using 

Pamo first) For example, “desk, wood, 5’ X 5’.” (The Association for 

Educ; tional Data Ss meRAEDS)) has developed a structured approach to detailed coding - 

: of the most importatt@ffacteristics of an equipment item. See AEDS Propert)-6lassifica- 
. tion Code Manual, Publication No. 714, Wadhiggton, B.C» January 1963.) 5 


: 8 
T Depending 0 on the coding sistem used by-the LEA, itis possible to diconpoinite the inteontry codes miggested in 403 Equip- 
ment. Type and/ar the informati¢n seit in 404 seen ne into the Equipment sion Number described — 
in data item 402. . 


wf \ ¢ 


D@FINIT IONS.OF PROPER fY DATA 


“es 


v 


Data- item Name and Definition; Data- Entgy ‘Code, Nante, and Definition 


* . o 


. 
ee . 


" EQUIPMENT MOBILITY. = The mobility ae an item of’ oteipent. ate following codes 
are suggested: © P : 
1 BUIL T-IN EQUIPMENT (BUIL DING) -- sacipmedt that i is an infeural part ofa 
_ building and. permanently. attacker sy ae igge also chapter ‘I, p. 99). 
2. ‘BUILT-IN EQUIPMENT (STE) “equipment that’ is an integral pyrt of a site, 
o and permanently: attachédatherety, Zz ee 
3 MOVABLE EQUIPMENT clei ent that is transportable from one ee 
+. to,another without appreciable damage or change to the‘location from which it is ° 
; \ re moved or to the: location where it is infstalled (see alsa chapter, 7..p. 99), 
SERIA 


NUMBER ° A unique identilying wimber permanently inscribed o¢ pttached to 
"an equipment itent by the EWU TAEIUEER, ‘The sprial number is significant only f r items under 
_ unit control. ’ oa . t 
VENDOR NAME OR NUMBER... “The name or nines of the vendor of the item being - 
”. described)*or the ‘numeric identification assigned to the vendor by the. LEA’s purchasing or 
* accounts payable system. (For use where the vertdor and manufacturer ate different. yo. 
MANUFACTURER NAME OR NUMBER “Thy nde of the manufacturer of the item: 
being. described, or r the nameric identification asigntd by the LEA's purchasing or accounts f 
payable systems. ” me » . 
‘MAKE OR BRAND. = fit brandaatie or other name to differentiate between similar items **. ° 
in the, manufacturer's produet lines >  * ‘ . . 2% 7 
MODEL NUMBER, - ‘The identifying number given ‘a particilar fierobandite itent bythe ; 
manufacturer to differentiate it fromm similr tans in' the manufacturer’ $ product line. <2 
OWNERSHIP. OF EQUIPMENT A ‘numepical slesignatign andicating ownetship of an” 
equipment item, The following cates are Suggested: ; . 7 
“YT ,. LEA- OWNED .* -‘owned by the LEA or under its control through a contact to’ 
purchase. 
a MUNIC IPALLY owNED owned by a municipal ult of government (not. the 
aunt Operating the schools) and used for 1.EA purposes. * ; 
| » AUTHORITY- -OWNED “owned ee a Epos housing authofity, lees ae 


a U 


- yi. A purposes. -— - ee ‘ 
"4 OTHER PUBLIC OWNERSHIP "owned by county, ‘State, else: other 
, governmental agency and used for 1. EAspurposes. ‘ 


5.; NONPUBLICLY OWNED: s ‘other than publicly owned, and used by an LEA... 
. sor under its jurisdiction for LEA PURpOses: 

ber SHARED OWNE RSHIP . “owned by two or rr mgre agentles, public or r private. 
7 9s OTHER OE ‘ ; “2 4 — 
"PHYSICAL LOCATION. OF EQUIPMEN .* The plaée cee a an itém of equipihert e 
_ normally located. In the case of “equipine housed at a central location but dispatched to 


_. and used’ at several other. Jecatioris, such ; sa film Projectgrvr % ‘a lawn mower,. indicate the ” 


locatign where the item is normally housed or stored’ whew notin use. jaitipgpent on loan, 
-and located outside the LEA should bé noted as, such in. this: = itemie” 9 


pe a RESPONSIBILITY FOR EQUIPMA 
i 


* gs 


de B eghpot, department, 
" Oy other opsfational - unit heving sae over: and .Feaponsibility. for Gtgitém of equipment 


(see. data Pos sental” her Opergttonal Unit “NaN and’ 205 . School 
ae _ Ne ve > 3 
+ oH i oe oh ae . ee 


‘ : 
oe a 
~ “af : 
a s 
+ 


ee oe _ | PROPERTY ACCOUNTING 
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Reference an 
“ number Data-Item Name an Definition; Data-Entry Code, Name, and Definition 


‘* 400 Series: EQUIPMENT — Continued oN — 


a & 
“Sor Other ‘Operational Unit Number) This data item can be developed into.a cost aflocation code 
»\e - °° ‘for “allocating equipment ~costs to organizational or budgetary “units, of the LEA, but 
oe such an application .is only, recommended for automated property or epeipment accounting 
systems. . : ; . o. 


ae _ 44 RESPONSIBLE INDIVIDUAL ‘The person within the school, department, or otherarga- .. 
_— , ‘nizational unit indicated in data item 413 Who os a aa responsibility for the 
: ne ar on and us¢ or distfibution of an item of cauipment Name or title ¢ can be ysed here. 


Pa Me 
\ soe EQUIPMENT AC QUISITION AND COST INFORMA TION _ 


7 ars (NEW OR USED AT TIME OF ACQUISIT. ION The status of an item at time of acquisi- 
“tion. The following codes are suggested: ° ” a Ye 


} | ae —_ a we “Se ob 
Co (4 F CSUSED, SURPLUS "" na from Federal government surplus source in used 
= —_— condition. 
+] 


3 USED, NONSURPL US obtained in used condition from any source oe than 
Federal poversment surplus. 


£416 METHOD OF EQUIPMENT ACQUISITION The means by which an item was ob- 
“tained, The following codes are suggested: 
Peas te,. ™ | PURCHASE obtained in exchange for cash or Other Valuable consideration, 
ve ae ; except property. eo 
Mbp ge ba (42) LEASE (RENT) * obtained from the owner fpr a fixed period of time in consider- 
y wt — . ation for periodic ¢ash payments. Lease’ panne, Is mnpliicleds here until purchase 


ts complete. 
‘ey - 


* | ‘3. LOAN © obtained for tEnpeggry use, at no cost or for a token amount. 
. , 4 GIR obtained permanhentl® without. eet : 


"8 § EXCHANGE! | obtained in exchange for anoth 


J 2% pobemipentiy: re 
ea 6 Bays RY CHANGE ac ion by approp 


; : ee its Mhrough expansiowty of LEA bounqarie 
2 3 —e + -Solidation, ot rginization.” , a 


lipmeng item or other item ” 


tion: ie a “site or se buildingand 
; intluding annexation, con- © 
« SEO ane PERSONNEL: , made by 1 TEA staff or students. Py 
4 “9... OER : : a = , ‘* a‘ , 8 
S Ny DATE OF EQUIPMIRN' ACQUISITION The date a particular equipment item was 
i . acquired, expressed in month- ~day- year form, for a leased or rented item, the day, on which 
+ the lease or rent began. _ al - 
418 COST OF EQUIPMENT ACQUISITION The total costto. purchase or otherwise acq uire 
an item of equipment, expressed in dollars. (See Cost of: Equipment Acquisition i in Chapter 6, 
p. 92). . “7 ~ 3 , 
419 i , ANNUAL COST OF EQUIPMENT LEASE The total lease dist or rental, in-dollars, for 
, * a, 12-month. ‘period. - 


ee ab. 2 420 1 TERM OF EQUIPMENT LEASE -- The pefiod for which a 1 ase isin force, expressed i in 
months, years, or'a combination of both. * \ 


oe DEFINITIONS OF PROPERLY DA TA : = ’ : 83 


if . - ‘ 20 $i. 
Reterence ~ CM ' ae ‘ 
7 4 number pala Ltem Nameand Definition, DataSFaey ¢ ode ‘Name, ad Definition 
421 - sou CE OF FUNDS FOR EQUIPMENT ACQUISITION a he ea gOMgamental 
I or otherwise, which appropriated the money. used to acquire the item, This da} m should . 
be compatible with the source-of-funds dimension used in the LEA’s finantial accoyMting 
system. There may be more tham one source of funds for a given purchase. + © 
422 NUMBER OF UNITS (EQUIPMENT UNDER GROUP CONTROL) ~ The total number 
- of dgidual item units in a particular equipment group under group cdntref. 
a 423 UNIT OF MEASURE (EQUIPMENT UNDER GROU ON L) - The standard 
quantity by which an item or group of ftérhs under group contro ides following _ - 
codes are suggested: a re 7 
. of A 
l SINGLE ITEM . a 
2- PAIRS *_ . 
‘ ; Y Me — 
a SETS | ; oo %.. 
4 KITS .+ ; wae 
424 "AVERAGE UNITACOST (EQUIPMENT UNDER GROUP CONTROL) The total cost 
of acquisition of all individual equipment items ‘within a group, divided ‘by the number of. 
_ items in the group. : - a : 
425 EXPECTED USEFUL LIFE OF EQUIPMENT The numbeMof. an an equipment item : 
is expected to fulfill its intended funusion: Ustful life begins on the date of acquisition (data 
item 417), and is ofteg used as the period over which depreciation is” calculated. . 
3 ” 426 » DEPRECIATION THOD The method or forniGla for calculating the: annual deprecia-:" + 
ne a nt of a tixed asset, Straight-line depreciation is a common methothin edug&tion ° : 
_ st unting (cost less estimated salvage value, ‘divided by. useful life, equals:; recia- 
. although other methods may be justified, depend $n the circumsfances ‘ 
- 7 “800K VALUE OF EQUIPMENT The value ofan 1 ifadn as shown on the owning agency's 
) accounting records. This is usually original cost less any, depreciation. ae 
. 433 MARKET VALUE OF EQUIPMENT— The appraised or-estimated dollar valteforwhich:, 
) ae am equipment item currently could ibe sold. A recent purchase or sale price | of a simila® j item 
a would be a good approximation. — - ; regs. ee 
429 . ,METHOD cai STIMATING MARKET VALUE. The means by which market aoe is 


_ 4 arieeermined. | ¢ following codes ate suggested: , 
‘ |  . APPRAISAL. _a ler by a person trained or 


rienced in deter- 
mining property values. : : 


2. SALE PRICE ~ the price at which a similar item was sold. 
\ . 3 OFFER TO PURCHASE =a ‘egal ac representing an offer to ourchae 
the equipment item. co * he 
9 OTHER a a. a ae 
430 REPLACEME T COST OF EQUIPMENT - The cost, at current prices, ogee ane : 
* item of equipment with anothef of mew material of like king and quality. 
431 METHOD OF ESTIMATING ‘REPLACEMENT COST ‘~ The theans by which replace- 


ey ON “ment cost is determined. The following codes are suggested: 7. 


—~. 2 t . al BID OR QUOTE - bona fide quotation from+a manufacturer, vendor or other - 
' supplier. ; : A Ee 2 
9. OTHER: F : ae as 


432 INSURED VALVE OF EQUIPMENT . TAP dollar a aricen for which a of se ¥ 


ment’ 18" insured, if it, is insured on g.policy (or floater or rider) of its own. 


ere 
JS 
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“number Data-ltem Name and enenony ‘Data-Entry Code, Name, and Definition ‘ 
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_ equIPMNT REPAIR AND MAINTENANCE ENEORMA TION — 
« 433 _CONDITION-OF EQUIPMENT. An indication of the relative ability of the Sauipaieat to 
rt _ _@_ function ag intended. 


434 EQUIPMENT MAINTENANCE seueues a The sitecvals at which an eqdiprrent item 


‘ty ~  ° is to be service in Grdér \o maintain the item in working order. The following codes are - 
i. i suggested> es : , ; ca 
* - «| . ANNUALLY . . 2 +8 
a - % 2) QUARTERLY 7%, LN . ee 3 
eg & + 3» MONTHLY > &* oN ; 
a 4 WEEKLY ee oy. : 
- 5° | AFTER EACH USE - _ a . . P) : 
ae, - 99 OTHER |, ‘ 
a 435 EXPLANATION OF EQUIPMENT REPAIR OR MAINTENANCE WORK PER... 
a. ae ‘. FORMED’ The type of work performed on-an equipment. item. The following codes are 
fi. 
suggested: . . a 
aa 7 I REPAIR — replacement of parts or migor restoration. 
: 2° REBUILT — major restoration to. original or nearly original condition. © 
_ 5 7 WA MODIFICATION change in original shape or appearance. 
ee 4 MAINTENANCE regularly scheduled servicing of equipment. ~ 4. 
‘ ae “9° OTHER Nad en 


436 | DATE EQUIPMENT REPAIR OR MAINTENANCE WORK COMPLETED .. The date 
- gepair or maintenance work was completed on an item, in month-day-year form. 


437 COST OF EQUIPMENT REPAIR rOR MAINTENANCE WORK -: The cost of repair or, 
maintenance workyperformed on anaitem of equipment, expressed | in ‘dollars. 


438 EQUIPMENT. WARRANTY EXPIRATION ‘DATE = The date on which any warranty, or . 
‘ oy a for replacement parts or repair service expires, in month-day- ‘year form. Ya 


- : > ~ DISPOSITION or EQUIPMENT - oR ; . 
NO rE ; Dimpasition data are typically not er of active equipiicnt files, but should be made part of his- 


Pecaee ip et ites. a ae : 


_ ay. REASON FOR eanieent DISPOSITION An yen for the disposition ofan . 
“’ _ item of equipment. The following codes are suggested: dae 
1 TECHNICAL OBSOLESC Eng no longer utul or or noonger efficient be- 
vause of technical improvements in similar tyes of equipment. rs ; Be 
2 NOFLONGER SERVICEABLE — worn’ out beyond serviceability or repatr. 
2 NOT COST EFFECTIVE less costly to dispose of than to maintain dor.use. * 
4 THEFT OR VANDAL ISM: " disappe; rance by theft’ or deffruction bg vagfalism. 
5 CASUALTY LOSS. destroyed or mondcted, uses bya rages ke such “As fire, - 
flood, or-earthquake. ' ee 
_ ENP OF-LEASE | tefmigatiorof lease ieee =) ey 
7 < o ‘ a . J 3 a . “y . Ni 
if ne . & igs ae % .” 


. ae x ” cf 
igaes  - 7 : ‘ g : = : : . : 
°° DEFINITIONS OF PROPERLY DATA 0 tt - :. 85 
Reference ‘ . - 
2 >) Number Data-ltem Nae and Definition; Data-Entry Code, Name, and Definition 
; 7 LOAN RECALLED « temporary use of equipment penmunated a 
Ae # -*  & NO LONGER NESQED BY LEA 7 : - es : 
- - 7s 9 OTHER ‘ , 
nee 44) | DATE OF EQUIPMENT DISPOSINON TR date ow which the disposition of an item 
i ; wat completed, in month-day-year fort. - e 
“a METHOD OF EQUIPMENT DISPOSITION The means by which an item of equipment 
vt @ Was disposed. [he following codes are s sgested: 
. | SALE - released for cash or dther valuable consideration. “* 
° 2 LOSS BY THEFT =. = a 
3 -GIFT released without consideration of value to another agency. for its use. ’ 
: 4 RETURNED TO LENDER OR LESSOR releMed to the‘entity that’ originally 
- * oA™ donated, leased. or rented the equipment to the LEA. s- 
5. SCRAPPED — discarded; not released to another’ agency for its ‘ise. 
; TRADE-IN released in partial payment for another equip c 
_ZOTHER a & 
: 442 NET PROCEEDS FROM EQUIPMENT DISPOSITION -- ‘The dollar value received irom 
the disposal of'an equipment item. ‘ae “ol 
443 RECEIVING FUND FOR EQUIPMENT DISPOSITION PROCEEDS: The fund into’ 
a ; which proceeds trom the disposal of an equipmer item are deposited. This data item should 
nos 8 be compatible with the soirce-of- funds dimension tised-tn’the LEA's financial accounting 
_ system. There may be more than one receiving fund fora elven disposal transaction, 
~ 
‘ sd AY 
ee OTHER TENT NG LY USEFUL EQUIPMENT. REL ATED DATA. TEMS 
Phe following list has been included as a source of ideas for developing additional data items for an equip- 
«ment information file. Phis list 4 iy not exhaustivg; other possibilities CXISt, ; 
. @. PROGRAM ASSIGNMENT (This provides a lower-level ‘of equipment alldtation than ddes data |» 
- “ve itayr 413 Organizational Responsibility ‘fbr Equipment However, the more often an .equipment. 
ane: item changes program assiguinent, the / pore ‘effort is Requite in keeping this” information 
me current.) ee 3 is 
" 38 bey eee CLAUSE °° Ne — - = 
ane -@ SOURCE OF REPAPR OR MAINJENANCE WORK (such as Outside contractor of in-house) 
e ENE RGY RATING OF P EQUIPMSNT fF . i 


s . 2 


inal Information on Vehicles: 


- COSI SE COHASSIS . ot : { o , / . 3 - 
© @ MAKE OF CHASSIS yo : sp | 
08 YR cassis ane ito oN. « 4 | 
e 


: COST OF BODY _— _ ee rn 

. oe 8 MARE OF BODY, © 0) # = 2 a ae 
® RADIO SYSTEM (TWO-WAY) (yes! ng) | a a. an 
@ YEAR BODY MANUFACTURED | a 

- e RATED CAPACITY" OF BODY ‘. ; a i y — aes 


i Se aes q ° és - ; d : : 
a » “x . : : 
; ’ = é te S ’ oS ~ 3 ord oe | —_7 : . ‘ 
@ ' ; \ : a Wee ie? : are > . 


a Standardization is needed: 
‘definitions of the more common measures ued in 


i ® are re €omputedf by the same process. 


_ _ Chapter 6: 
MEASURES RELATING TO. SCHOOL PROPERTY © 


eee / 

Fhe purpose of this chapter is to present in one 
place definitions for some of the more common 
measures of-school property. 


Effective facilities management includes careful 


- planting of new construction and alternatives, 


careful scheduling of facilities utilization, ‘byste- 
matic assignment of classes or groups of students’ 
and teachers to the $pace and equipment available; 
and rapid development of alternative. methods of 
facilities utilization in times of | Ancrease or reduc- 
tion in demand for, schools. To assist in accomp- 


lishing these many management tasks, measures of - 


_ school property are needed. or comparability ‘of 


information among -L. 


‘’s and among States, 


school property accounting are offered. 
Measures involving school hroperty can “be 
ae when they: 


® are based ‘upon standardized information, 


®, apply to comparable administrative units (ezg. 
. schools, LEA’ s, Intermediate administrative 
¢ Unity, or States): ‘ji 


¢ 
. 


e care applied “Wer comparable time penodet 
and/or at comparable points in time; 
ve 


® are related to the same definable units such as 


+ square feet gr dollars: "e 
¢ 


" 
¢ of the measures int this chapter have been 


Standards Nnstitute and the American © 
tute of Architetts. Other definitions derive 


from the initig! version of this publication ( Prop-_ 
erty Accounting for Local and State School Sys- 


4 Reports 


tems: "State Educational Records 


Series: Handbag Il, 195 


7 , , 

Whife: many of the measures speneutel in -thig 
chapter are discussed ip other parts of the hand- 
book, the need fora ready reference to such gauges 
has prompted the inclusion of this chapter. In 
many-instances, a measure is also a data item that 
has been -defihed in chapter 5. In-these cases,,the 
definition has been repeated in quotes, followed by_ 
a parenthetieal reference to the data item. | 


e (ns Fy 
rod 


Area of Adjunct, Floor _ + 


° 
Vu 
“The area in square feet (Gainiare meterg),of an 
djunct. Adjunct space is measured between the 
principat wall faces at or near floor level, plus 
wall case or alcove spaces, or both, opening into 


° \ and désigned to serve the activity carried on in 


the space.” ata emis P. 74) 


Area of Building, Architectural sy : . . 


The architectural area of a building is the sum of 
the areas of the several floors of the building, 


*~including basements, mezzanine and interme- 


- diate floored tiers and penthouses of headroom 
height, measured from the exterior faces of 
* exterior walls or from the centerline of walls 
separating buildings. Covered walkways, open 
roofed-over areas that are paved, porches ahd 
similar. spaces shall have the architectural area 
multiplied by an area factor of 0,50. The archi- 


tectural area does fot include, such features as .. 


- > pipe trenches, extetior terraces or steps, chim- 


mendations of the American , 


- 


neys, roof overhangs, etc’ 


i Area of Building, Gross ren : 


“The gros$ area of a building i is the sum of the’ 
areas at each fipor level included within the. 


w 


“The Architectuesi Area and Volume of Buildings,” Docu- 


ment D101. The American Institute pf Architects, Washington, 


D.C, June 1974, pf. mo r 


- er: ; 
» & © Sg ~ 87 


a 


a4 


principal outside faces of exterior walls, neglect- _ 


‘ing architectural setbacks or projections. Ip- 
clude all stories or areas‘that have floor surfaces 
with clear standing head.room (6 feet 6 ynches 


ek meters] minimum) regardless of their use. 
I 


A 


s 


: “American Standard Meth 


nclude mezzaninés, balconies, and library stack 
floors only to the extent of their ac ual floor 
area; do not include unenclosed aqpas uit@ey the 


ofirst floor. Where a ground level'or inte mediate * 


story, or part thereof, is left_ unenclosed, con- 
sider the gross area of the unenclosed story as 
the projected area of the story above. Exclude 
all unroofed areas and unenclosed roofed-over 

’ spaces. Unenclosed roofed areas that have been 

inckided in original cost’ contracts can be ex- 
cluded on.a computed or estimated basis for the 
development of comparative data of . gross 
building areas and costs.” (Data: item 240, p. 
57) 


: 


x The area af passageways enclosed with similar 


type and quality of construction as the building - 


praper, and of tunnels’with clear standing head 
room of Gx feast 6 feet 6 inches I. 98 meters], are 
included In the gross area of a building. When 
such passageway$ or tunnels ‘connect two or 
more buildings, their area should be,counted 
only once, but may be divided among the 
*buildings in any suitable manner. The area of 
covered passageways™hat are not enclosed with 
‘y similar type and quality of construction as the 
_ building proper are excluded from ° the Bross 
ia area. - ta 


os 
Area of Building, Total Assignable Floor 


“The totai area in square feet (square meters) of 
all, space: available for assignment to, or use by, 
building occupants to carry out their functions 
and responsihilitiés. Assignable “s ace, consists 

. of regular instructional space, special .itstruc- 
tional space, learning resources“¥pace, multiple 
‘purpose space, support space, and other assign- 
able space, multiple purpose space, suppom, 
_3pace,and other assignable space. Sce dat’a item 


‘ 


304 (data entgigs 1000, 1100, 1200, 1300, 1400, . 
1500, and 3: pp. 67-71 for definitions of 


these types of assignable spices. Circulation, © 


e . 


of Determining - Areas in 


School Buildings.” American Stand&irds Association; Inc., (wow 


Work, ‘approved panies 4, 1958; p. Sand p.7. , 
. Vv Sa 


Pa cr 


as 


¢ 
a | 

custodial mechanical, and structurgl Spaces are 
considered nonassignablé spaces and~are ex- 
cluded. See data item 304 (data entries 2000, 
2100, 2200, 2300, and 2400) on p. {1 for . 
definitions of these types Of nohassignable spa-_ 
ces. See also the definition of Floor Area of 


Space in data item 302, p. 67 .” (Data item: 241," . 
p. 57) . 


PROPERTY ACCOUNTING 


+ 
* 


Area of Disaster Shelter .. 3 “. 


“The Auniber of square feet (square. meters) ~ 

~ enclosed”by-a disaster protection area that meets 
“standards of the State or Federal agency respon- 
sible for disaster protection.” (Dita item 247, p. 
58 ) : 


. Paes 
7 


Area of Learning Resources Space, Total Floor 


° 


“Fhe total area in square feet (square meters) of 

all space in.a building, including any adjunct. 

space opening iato and serving learning re- 

sources space. data item 304 (data entry 

1300) on p. 69 !for the definition of Learning 

Resources Space. See also the definition of Floor 
. Area of a-Space in data iterf302, p. 67.."{Data 
= item 244; p. 58) 


1h “3 *.. . 
\ of Regular Instructional Space, Totat Floor 
“The total area in square feet (square meters) of.” 
all regujar instructional space in a building, 
including any adjunct space g into and 
. e serving regular instructional space. See ‘data 
item 304 (data entry 110) on p. 6% forthe 
definition of Regular Instructional Space. See 
.. also the definjtion-of Floor Area of. Space i in 


data’ item 302, p. 67.” (Data item 282 P- 57) 


“ 


Area of Site . . =. 


7s aes *s 


“The ‘total number of ‘developed and indevels 
oped acres (hectares) in a site to the nearest 

, tenth,- including areas dtcupied by buildings, 
walks, drives, parking facilities, and other im- 

| provement: to site. If a “school uses more than 
“one piece of land, the area may be the sum of the 
acres in the severat pieces or a separate record 


known as the American National Standards Institute. Inc.) New > * may Be created for tach piece.” ee item 105, + . - 


oO™ ag 


P. 42) *. 
a 


Pa i nn, ol -* 
wt Pi FH lo am ¥ ea ° 


4 . e 7 
a a 


or 3 4 iG a 


o 


RIC 


MA Fu Toxt Provided by ERIC 


s . ay : : > 
MEASURES RELATING [0 SCHOOL PROPERTY 
Area of Space, Floor . ~* 

“'Thé total area in square feet (square -meters) 
measured between the principal wall faces at or 
near floor level; plus wall case or alcove spaces, 
or both, opening ito and designed to serve the 
activity carried on in thespace. Stryctural spice 


, is excluded. Adjuncts that open into and serve 


the space are included. See data itém 304 (data 
» entry 2400), p. 71 , for,the definition of Structu- 
‘ral Space. See data item” “312, p. 74. for. the 


% 


definition of Adjunct.”? (Data item 302, p. 67). 


Area‘of: Special Instructional Space 


' “The total area in square. feet (square meters) of 
all special instructional space in*a building, 
inctuding any adjunct space opening anto and 

" serving ~special instructional space. See data 
item 304 (data’ entry 1200)'on p. 67 for the 

_ definition of Special Instructional Space. See 


fi Ni Ttedet02p 67 " (Data item 243, p. 


Areds Stagidard Net Assignable 


r he standard net assignable area is f portion 
of the’ ared ‘dyatlable for assignment or rentable 
to an occupant, including eve type of space 
usable by “ties, updnt. The- standard n¢t as- 
_ Signyble ared’should bé measured from the pre- 


the definition of Floor Area of a Space in | 


. : ox 


se 


ctominant inside finish of permanent outer walls — 


to the office side -of ‘corridors or. perthanent 
partitions and from center line “of: adjacént 

"assigned spaces. ‘Where there are interior spaces 
surrounded by corridors, measurement shall be 
from the inside face ef ertclosing walls. Included 
should be space subdivisions for occupant use; 
Le. offices, file rooms; office stosake £pdoms, ete: 
Deductions should not be made for columns 

- and mi 

+ Partitions subdividing space. ‘ 


_ ¢ 


core Unit Cost (Equipment Under Grout: 


Control) - : eae 
“The-total cost of acquisition o “all Tindivi ual 
equipment items within a group) divided by the 

\ 


~ ee 


pit 
‘Adapted ‘from “ et Ae Standard ‘Methodist Determin- 


sy 


tions necessary to the building or for. 


ing Areas m School Buildings.” American Standards -Associa- . 
tion, Inc? (now known as the American National Standards 


Institute, Inc:), New York, approved August 4, 1958, ps 6. ge 


‘The Architectural Atea and Volum 
ment DIOL, Fhe American Institute of 
I.C.. June 1974, p. 2. : 


of" Buildings,” Docu- | 
thitects, enon 


os 
_t vw 


: Capacity of a Space, Student 


- number of-items inthe cup, "(Dati tem 424, p.. 
*158) ee 


Book Value 


The value of: rhe property as shown on the 
owning unit’s boeks.-This is usually original 


’ costtess depreciation when depreciation (appre- - 


-» Clation) oan be determined. 


This: is applicable to sites (land and improve- 


ments), buildings, and equipment. It does. not 
inv any. consideration of current market 
value. . : — 


Capacity oh Baiting, Student. 


“The number of students that can be accommo- 
dated in the buitding for the school day accord- 
ing to existing State-approved standards, exclu- 
sive of multiple sessions. ‘Student capacity of a 
given building is dependent upon existing stand- 
_ards or poligies governing the’pperation of the 
“school in question with respect to three major 
’ elements: student/ teacher ratios, organization 
‘of the school, and educational program of the © 
school. Once established, this figure should be 
changed only when the standards or policies. 
regulating the three elements are definitely .” 
changed or when there is a- change affectigg — 
student capacity as a result of additions to, o 
remodeling of, a eae . oe item 211, Pp.” 
52) ; ; 


See also Capacity of aS pace, Site 


es 
an) 


' 
‘ x 


. “The number of studentsthat can-be accommo-_ 


dated in a Space at Qg@jime when the space is 
being used for the purpose for which it was 
designed, according to existing State-approved 
' standards. Student capacity of a given space is’ 
. dependent upon existing standards or policies 
“governing the operation of the school and space 
ff question with respect ¢o three major elements: 
student/ teacher, ratios, organization 6f the 
school, and the“educational program for wich 
the space was designed and/or equipped. Once 
gstablished, this figure should be changed only 
when the standards or policies regulating the 
three elements are definitely changed or when 


_- there is a change affecting student capacity asa 


result of additions to, 6r remodeling of, the 
space.” es item 305, p. 72) 


ay 


+ 


’ 


Spaces: designed and, or equipped for ne 
Purposes may have more ‘than one applicable 
student capacity. For exainple, @ gymnatorium 
can be used as a sees Vi an auditorium, 
and each. may have a differ@ht design capacity, 
Student capacity f\ such spaces may be re- 
corded in the im a range, for example, 
"150-200." , 


~ . w 


It is important to note that the sum of student a 


capacities for all spaces in a building will not ” 


necessarily equal the student capacity of the 
building sincé all spaces usually are not ex- 
pected to be occupied fully at the.same time. 


. See also Capacity of a Building, Student, p. 89; 
data item 305 Student Capacity of a Space, p. 
72, and data item 306 Number of Fixed Stu- 
dent Stations, p. 72. 

\N 


Capacity of Available Par ing Areas Off Site 


“The estimated total number of vehicles (typi- 
cally automobiles) that cane parked in areas 
not owned, leased, rented, or otherwise con- 
trolled by the LEA, but are near this site and 
available to LEA studentggor employees. Park-_ 
ing? areas-an strewtg should not counted.” 
(Data item 11 »p.43) 


a 


ye 


_sCapacity of noone Sy8tem’ 


. , z 
eee a ° <3 


“The current output or “thie tated: putpur “OL: a* 


cooling system, usualW measured /itt British, 
Thermal Units (BTU"S).” (Data. item 260, e by 


a 
—_ 


é a of Heating System - 


“The current Output or the rated sutput of a 
heating system, usually measured jn British. 
Thermal Units (BTU’s).” (Data item 251, p. 60) 


:¢ 
Capacity of:Paved Parking Areas On Site 


be 


“The total nur of vehicles that ‘¢ 
site 


i 
parked on all pavad parking areas on 4#t 


under normal conditions (without crowding and | 
allowing for normal access and egress). Capac- 
ity should be determined based on the type of 
vehjgle normally .parked in each paved area . 
(auto, bus, eté.). Parking areas On streets should 
,’.. Bot be counted.” (Data item 109, p 42) * 


Capacity of Space 


r 


Capacity of Unpafed Parking Areas On Site 


PROPERTY: ACCOUNTING 
t. 
; 3 


of : we F . . i. ks 
See Capacity of Pe Student, p. 89. 


“The total’ number of vehicles that can be 
parked on all unpaved parking areas on the site 
under normal conditions (without crowding and 
_ allowing normal access and egress). Capacity 
should be determined based on the type of . 
vehicle normally parked in each unpaved area 
(auto, bus, etc.). Parking areas on streets should 
not be counted.” (Data item 110, p. 42) 


Construction Cost of @ Building 


The contract cost of 4 building plus ‘costs for 
architectural and engineering, legal,.and educa- 
tional consultative ‘services rendered in connec- 

_tion with the building’s construction, including 
salaries and expenses for any such services that 
may be rendered by LEA employees. 


See also Contract Cost of a. Building, p. 90; 
Cost of Architectural and Engineering Services, 
p. 90, Cost of Legal Services, p. 92: Cost of 
Educational Consultative Services, p. 92; and 
Cost of Building a o a 


© 


_ Contract Cost of a Building _ 


The cost for the actual paren of a building, 


involving . such costs as those for general 
construction contracts ‘plus ¢xtras to the 
contractor and less credits, heating and ventilat- 
ing ‘contracts, plumbirtg contracts, electrical 
contracts, painting contracts, Built-i -In- equip- | 
meat, and outdoor or underground parts of the 
building service systems; and any salaries, con-. 
struction materials, rental fees for eonstruction 
equipment, and’ similar expenses for cohstruc- 


‘. tion performed by school district employees, 


Cests for movable equipment are ‘not included. 


See also Cost of. Building ‘Aquisition, p, 91; 
and Construction Cost of a ene pe 91. 


Cost of Architectural and Engineering Services 


The cost of scdiecaueal and engineering servi- 
ces for plans, drawings, specifications, legally 


a 


te 


‘ « . . : ‘ 2 
\c Cost of Building Acquisition = ‘ 


s 


seule plan approval, topographical surveys, 
test borings, and other surveys made in the 
preparation of building plans; and supervisory .. 
and consultative services rendered in connection 
with the construction of a building, including 
- salaries *of- school district arghitécts ‘and. ,engi- 
neers assigned’ to the project. Costs for prélimi- 
nary. studies made prior to thé fiscal’ year in, 
which definite authority was received to prgceed 
with construction are not capitalized and, there- 
fore? nat included. Fees, if any, paid ‘to archi- 
cts ‘for writing specifications for movable 
equipment are not included. ha Gee * 
‘See chapter 7, p. -99 for the distinctien 
between burit-in and movable equipment. See 
also Cost of Building Acquisition, p. “91; and 
Construction Cost oe. pe p. 9F. 


a 


“The total cost to the LEA for. acquiring a 
building, whether by construction, purchase, or 
other means. This includes cast of genipituction 


n 
‘y 


contracts, cost of architectuja@ny hd engin ring : 

@ segvices; cost of legal servigma. ost uca+ 
te . +4 oe é 

a pl consulyptive servites, # Ma°ntscel- 
; us buil@pe costs.” (D 14; pr253) 
~~" (a 
Me quisition cOst of a bag fas.been: 
Wee OY the owning LEMS ieganstrlction « 
cost the building” plus Ke watS Rl@ndpis’ | 


of the distyict Co ‘ 
constructi¢n and ¢ F 

"such as advertise 
penses connects 


iding ; 


‘ acquired at no cost through dnnexation (or. 
_ feorganization, the entry for its costs is zero plus 


_ In the.case of a buildingacquired’aé a’result of 


‘Cost records, of the of LEA should 


- the estimated cost as of the time of acquisition is 


. Sérvices, p. 90; Cast of Legal Services, p. 92; 


ie 
coin eee: Construction 7 


a oF 


a if wiih. the? "Contos Buiaing Contract 


: dec Contract Cost of a Building, p. 90, 


_4 - a , : Ole 


When a building has “been fecdived: as a sift, or 


"any costs cgmnected with acquiring and condi= 
tioning the Quilding for use? LEA’s may wish Oe ty 
record the appraised value at the time the gift. °. “3 

_-was received (see data item 225: Market Vatue of gee 
Building, p. 54), but ‘this value-figure ‘should 3”. 
not be shown as the acquisition of the building: 


annexation or ‘reorganization, the @pplicable, - 
‘retained 


by the new owning 4 trict for-reference pur- 
Poses. ae : 


st 


n the astuale cost of a building? is not known, 


‘used as the cost figure. Example: for an old 
building: whose record has been lost. 


See also Consirtictod Cost of a Building, p. 
91; Cost of Architettural and Engineering 


Cist of Educagional Consultative Services, p. 
sf Casi of Building, Miscellaneous, p. 91, 
and Gontract Cost of a Building, p. 90. 


ta ‘ 


. J , j ‘ va a 


e-8 


: connecteg¢t with the erection éf builffing. 


Cost Of Bulag, Miscellaneous 
7 a ey 7 we 
he hsb « iy we 
The aise cost, of s pingshathas t been. 
constructed by em lovees.x the awning LEA 
consists of the, dir t cdsts for ea nate- 
rials, use of equipment, planning a ‘ipervi- 


sory services, and other miscellasous nses 


-§ sts neuled in: cofinection with the acquisi- 

of the ‘guilding. that are not classifiable as 

EP contract, ’rchitectura}.and engineering, legal, or 

‘ educational consiltative costs, such as adver- 

_Sisementa; for contracts, expenses connegti 
ith the sale of bonds, and gas permi 


If the building js purchased or act ed at sme fe \ Sce Cost of Building Acquisition, p 91; Con- 
- Cost through annexation or reorgapt ation, the! tract Cost of a Building, p. 90; Cost of Archi- 


cost of acquisjtton consists of the ‘purchase « #!:. tecturat and Engineerin Services, p. 90; Cost 


of Legal Services, p.. 92; Cost of Educational -. 


yore legal’ ‘fees, and any ‘ther expenses in- 

f° _curfed ip. cophectidn with the purchase of an 
eRe: fpullding, | ON 

, 4 ; PA : 


et tet and Construction Cost of a 


uilding, pp: 92 and: 99, Tespectively: 


oe oe ae 


Cost! of Educational Consultative Services 


“** connection with the construction of a-building, 
- . fhatare aimed at fitting a building to a school's 
: " gducational program ang are not classifiable as" 
architectural, : cengineeting, or legal services. 
= Le osts for consultative services rendered prior to 
~‘the fitcal year in which detinite authority was 
rectlved to heaps with construction are not 
4 34 included. : ot 


“4 


See, also. : os€ of Agchitectural wal Engineering 


a ‘Services: p. 99; Cost of Legal Services, p. 92; 
‘* oe Cast of Building ,Acquisition, p. 91; and 
_ * Construction Cost gt a Building.p. 90. 
i ne Ps Ly rd 
a “ 7 : : 4 
3 “ag e \ ; Te . ; : A 
Cost of Equipment. Acquisition 
4 * hoa! , 
ae The total cost to purchase oF - otherwise acquire 


Od. an wem of equipment, 


: expressed in dollars.” 
} ‘y (Data item 418, p. 82). 


“ 


ry * he cost of anatem of equipment is the purchase *. 


price paid by the LEA, including the cost of any 
accessories OF attachments regardless offwhen 

acy were purchased, "plus any freight and instal- 
ation charges. Expenditures tor repairs to a 


giece Of equipments are not included as part of 
the cost of the equipment: however, when used.» 


. Gaipment is purchased and reconditioned in 
‘order to place it in, service, such reconditioning 
costs are included as part okthe equipment cost. 
When the actual cdst is not known, the esti- 

* mated , cost as of the time of 
substituted. When equipment has been received 

ape ptt or acquired at no cost through annexa- 

tion or reorganization, the record entry for its 


costs 16 zero plus any costs connected with. 


acquiring, instglling, and conditionmg it for use. 
Ae LEA's thay wish to record the appraised value 

"of such equipment at the time the gift was 

received, (seé data’ item 428 Market Value of 

Equipment, p. 83), but this figure should not 

be.shown as the cost of acquisition. 

o: : , a , , : 
Cost of Lease, Annual 


> 


¢ 


° o) 
“The total lease cost or rent, th dollars, fora 12-, 


month period.” (Data item 124, p. 46; data item 


218, p. 53; data item 419, p. 82’). ' 


acquisition is” 


‘TRe cost of consultative ‘servicey, renderéd in- 


a 
. 


The cost of legal services refidered in connection 
with ‘the construction of a building, including 


salaries of school district legal personngejas- 
signed to the project. Costs. for legal services 
rendered prior to the fiscal year.in which tefi- 
nite, authority was received to cane with the 
construction are not, capitalized and, therefore, 
‘not included. Fees for legal services in Connec- 
tion with a bond issue are Gicluded: see Cost of 
Buikling, Miscellaneous, p. 91 for such legal 
"tees. 


See also Cost of Building Acwiiuon: p. 91. 
“and Construction Cost of a ae p. 90. 


? 
e 


Cost of Modification to Building 


. “ 


“The cost, expressed in dallars, of akeration, 
"renovation, or remodeling work’ performe a 
‘building. This cost {igure does not ipclu the 
costs of repair and maintenance to a building.” 
-(Data item 276,-p. 64) ~ l 
: : iy 


Cost of Rkpair and Maintenance Work, Building 


“The cost, expressed in dollars, of repair-or 
maintenance werk performed on the building. 
“This cost figure does not include the costs of 
moditications falteration, renovation, or remod- 
cling) toa building.” (Data item 273, p. 64) 


¢ 


Cost of Repair or Maintenance’ Work, Equipment 
A * 5 


formed on af item of equipment, expressed 
(Data item 437, p. 84)- 
a 


Cost of Replacement, Buildin 


“The cost of repair or maintenance work ih 


dollars.” 


o replace a build- 
ment, with mate- 
ind and quality.”. 


~The cost, at current prices, 
ing, including its built-in equj 
rial and equipment of like 
(Data item 227, p. S#) 


The ‘replacement cost of a building can .be 
determined in several different ways. One. of 
these methods is through comparison of the 
building with a recently erected building of 
similar design and quality for which cost figures + 
are available. Another method aS through the 


f 
ap Cm 


\ ao 

2 wos 
MEASURES RELATING LO SCHOOL PROPERLY 
g ’ 


sold rather than retained for use, the salvage 
value should be deducted from the price of the 
land. 


x 


med 


When setting up records tor ‘an that has been | 


owned for some time and for which the ac 
cost is not known, the cost figure to use is t 
estimated-cost as of the time of acquisition. THis 
figure includes the estimated cost of the land 
and any existing ifmprovements to site for whic 
actual cost figures are not available. When la 

has been received as a gift, or acquired at no 
cost through annexation or reorganization, thes 
recofd entry for its cost is zero plus any costs 

’ at 


e 


* 93 


A] 
‘application of -a cost factor per square foot related to acquiring title to the land. L.EA’s may 
~ (square meter) of floor area or per cubic foot wish to record the ae eel of such a site ~ 
(cubic-metgr) of volume. Another is through the at the time the gift was Téceived (see data item 
application of building cost indices which make 127 Market Value of Site, p. 46), but this figure 
it possible totdetermine a percentage increase or should fot be, shown as the cost of acqhisition. 
_ decrease in. buildin costs over.the years that, in 7 
8 : . «Improvements to site made after land has been 
_ turn, can -be applied to‘the original gdst of - Gl, : a . 
2 as : acquired by an LEA are not included in the cost 
» «buildings to derive estimates of ‘replacement . GE toad ead és dadiedted Gi dhe Arecedin 
ac Fs . % a, > Ke . ¢ S v2 7 
cost. Stull another method is through a detailed . =P ae P 8 
2s ” rae paragraph. - 
. appraisal showing the quantity of materials, the / oo *, 
amount of labor, and the total cost of each ~ ew , i” 
needed to replace the building at current prices. ; os eo, { ._ 
° oe ; ast of Sit Vv PE 2 
Or, in yet another instance, a combination of as of site papers, poems vs : 
: ae ie 
r methods which might prove more feasible. as bs 
’ 7: oy “The cost, in dollars, of an iniprovement made. 
c ‘ a. to a site. Assessments for sité improvements 
‘ ( of Replacement, F-quipment made by other, ssnmentak units are in- 
- eluded.” (Data item 13t, ~47) ‘ 
“The cost, at current prices, to replace ¢ item $ a : Poa 
: of equipment with another of new matd&ial of The cost-of a site improyement includes a 
i. e like kind, tnd quality.” (Data item 430, Pp. 83) contract amount for contract work and sala 
ii 4 a eee . and other expenses for work. performed . 
Pe : district employees, plus “any” other, expenses * 
Cost of Site Acquisition - =. ‘connected with any initial installation or extgn- — / 
4 ‘ sion of a site improvement. It also includesthe 
a original purchase pnee paid bythe LE . cost of any ‘speciat assesstnents against the LEA 
for land and all improvementy to the land’ for eapigal improvements‘on or off the site, such 
# cxisting at the time of purchasg, sie all cost as streets. curbs, and drains on or adjacent to 
‘ related to acquiring title to the #te.” (Data item " the site, and aly easements involved. 
7 Ye IN Q : : 
26 12% p.4o) i ) shee oh 
, o° When the actuad cost of an improvement to site 
x _ a , 5 ; 7 : 
Costs related to acquiring title to the lard “as unknown and the gost of the land is known 
: include appraisal fees, search and title msur- « and has beetl megordéd, the cost figure to use is ” 
ance,” site surveys, and condemnation proce- the estimated cost at the time the improvement 
\ ve : . ie pis a 
: dures. ' ; “ | was made. ’ 
It the purchase price of phe land alse includes : When an improvement to site has been received , 
# some buildings that are retained tor use, the asa gilt, or acquired atno cost through annexa- 
; ~ appraised value of the buildings should abe. ° tidn: or reorganization, the record*entry fer its 
deducted from the price of the land and ; agecord cost is zero plus any costs connected with its 
: © established for the buildings. It the buildings are «acquisition arid installation. L.EA’s may wish to 


_tecord the appraised value of such improve-. 


os 
i 


ments at the time they Werg made, but this figure 
should not be showg as the cost of the improve- 
ment. | 


Improvements to. sit® consist-of initials and 
additional work (other thin buildings) per- 
formed upon the siteand its adjacent ways after 
Ng by the LEA: They ™ 
grading (other than 
{li necessary for com 
or a building), land-. 
Manting ‘of shrub* and 
frees; constructihg new sidewalks, roadways,’ 


excavation, fill, and ba 
struction of a fou 


ah 
2 * 
: ; ay 


¢ 


ree? 


é 
t 


‘ 


‘ 


2. 


> ne ‘ . 


= : r : ; ‘ 
‘overpasses, retainghg walls, sewers, and storm 


™:, | drdiris; installing water mains, field hydrants 

" and’ sprinkling systems, and outdoor drinking 

( ' fountains; original suttfacing. and, soil treatment 
ae htetic fields and tennis courts; .furnishirig 

oe stalling for. the. first time ‘playground 


~~: praia built ‘into. the groufids; flagpoles, 


gateways, fences, and underground storage 
tanks that afe not: parts of building service 
systems; and demolition work. 


With respect. to Aervice systems, only those 
outdoor systems rving the site,are considered 


improvements td site. Outdoor or underground . 


parts of building service systems, such as tanks, 


water mains, sewer mains, and electrical poles, _ 


4nd lines, are not site improvements; titeir costs 
are included, as part of the building cost... 


Expedditures for. répairs to site improvements 


or site maintenance are not included in the cost 
of site improvement. 


is 


‘ \ ee 

Coat of Site Maintenance > 
TRE co of maihtehance work performed ona 
Site, expressed in dollars: 


' See also data item 134 Cost of Site Maintenance 


a Work, p. 47. 
pment. ~ 
uN 


See chiaptet 
‘eq ent, built-in equipment, movable equip- 
ment, and s| pp les. 


Expected Useful. Life of Bulli 


‘ 


: “The number of years a ‘bualidine: is expegted to’ 
: fulfill its intended function. Usefublife begins on’ 
the datg of acquisition, And is often used as the 


, Period gver which de Feciation is caJculated.” 


F . t .(Data item 222, p ) Ae 


7, =—_ Path ; . wy 


» Expect Useful Life of Equipment ¢ : 


“The itubak of ‘years. an ae item is 


life beging on the date of peas igion and is often 
used as the pertod over’ which depre jation is’ 
. calculated.” AData item 425, p. 83 ) 


‘. * 


unc. Pe a? 


item a P. 8) , 


“Market Value of Site” oo. se Be ow 


pp. 97-99 , for deffnitions of. 


a 


expested to fulfill its intended function. Useful —~~consisting-of-ortte-room 


o - 
PROPERTY ACCOUNTING 


. ‘ 


Market Value of. Bulan ay 


“The appeal or eatindted dollar value for 
‘ which the building currently‘could be sold, This 
- . primarily applies to relocatable buildings. A 
“reognt purchase or salewrice of a similar item, 
would be a good a ” (Dafa. item ° 
225, p. 54) . a 

‘- au HE, -_ . 


Market Value of Equipment 


N 


» 4 . i . m 
~ “The appraisal or estimated dollar value for 
which an equipment.item ‘cufrently could be 
sold. A recent purchase or ‘sale price of a similar 
item would be a good approximation.” (Data 
Lee? Se, 


da. . * 
> a 
: ry 


+ 


“ 

“The, appraised Or estimated dollar value for 

* which a-site currently could be sold. A recent | 
purchase or sale price of a similar item would be 
"og good approximation.” (Data item 127, p. 46) 

a . 4 

Room 
_A space. enclosed with walls or partitions, of . 


fixed or movable type, tharprovide an accepta- 
ble sound Barner: 


Space Dimensions . De, 


“The approximate length, width, and height of a 
space, in feet (meters), ‘measuted between: the 
principal wall faces at or near floor level, Plus’ : 


. wall cases and/or alcove areas:"(Data item 303, 6 oe. 
ms - * —. . $ : fis , 
oe: : Bei c 
; ry £ y) 
j ; ‘ 2 t é “we. " . wath 
os ; 5” AP ie 
piory’ ’ Si ie Ps 
F Pine F 
i. yar Way on 


ra floor : 


ante 


Aoki of. roomhaan the same level’ 


headroom of at least 6 feet 6 inches{1. 98 meters) 
‘and whose floor is at or above grade leyeYalong 
at least one entire sidé; "At. or iabave prade level” 


, 


¢ 


. ° 
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“erty exist but ‘require, in part, data outside the-. 


-Volume of Building, Architectural . 
ry ; 


. cael | 
MEASURES RELATING FO sCHOOl. PROPERTLY. 


at . 


_ means that if-the hori; ntul plane of the floor 
were’ to ber extended on the side in qutstion, no 
d within. 20 feet (6.99 meters) ‘of the bittding 


would | be above this plane. - - e. * 


‘ 


The Sechitzcnieal volume (cubs6r cubage) ofa 
building is the sum of the p ucts of the aréas 
defined [under Area of a uilding, Archityctur- 
al, p. 87] (using the g@€a of a single story for 
multistory portions*Maving the same area on 
each floor) anderhe: height from the underside of 


“the ‘lowest. floor’ construction system’ to the | 


" average height of thé surface-of the finished roof 
above'for the various parts of the building.’ 


¢ t gte soy a a 


RATIOS” 
The following are: commonly used ratios that 
can be calculattd’ from data items given in the 
handbeok, Other common ratios related to prop- 


scope of this eres 


ee 


“Architectural Area and Volume of Buildings.” Document 
DIOt, The American Institute of Architects, Washington, D.C., 
Sune" Bla p | 


eo bythe student’ capacit 


J 


e a te 


Cost" of Building Acquisition® Per: Student 


the total cost 
of the, building, 


For a given building, this ratio is ‘date item 217 _ 
Cost of Building Acquisition divided by data 


_ pitem 211 Student Capacity of Building. . 


4 


Cost of Building Acquisition’ Per Square-Foot 


- i.e 


Gross Ares Per Student 


\ 


The total cost of acquiring the billidine divided” 


\ by the gross area of the building. 


For a given building, this ratio is data item 217 
’ Cost of Building Acquisition divided by data 
item 240 Gross Fleer: Atea of Building. 


x 


4 3 
ny t : wee ’ ‘ 7 wy 


The number of square feet (meters) ina bilidinig 
divided by the studeht capacity of the building. 


For a given building, this ratio is item-240 Gross 
‘Floor Area of Building divided by data item 211 
Student Capacity of Building. . - ‘ - 


‘This ratiomay also be calculated using construction cost. 


See Construction Cost of Building, p. 90, 
‘A similar ratio may also be calculated using construction 
cost. See Constructi@gh Cost of Building, p. 90. 


oe 
/ 


* This chapter bf iscpsses& the need big distinguish-” 


ing between supplies and equipment, supgests some 
shortcomings to. thé listing approach, and recom- 


“mends a set of criteria for’ making the sup- 
pli¢s/equipment distinction. The chapter also dif- 
' ferentiates ‘between built-in and - movable 
‘equipment and examines the topics of inventories 


and levels of control: r 7 Oy 


REASONS FOR: 

DISTINGUISHING BETWEEN 

SUPPLIES AND EQUIPMENT | 
i 


Education agencies have found it useful to dis- 
tinguish between supplies and eamipment Tor sev- 
eral reasons: 


® The distinction’. ig..frequently important in: 


identifying the funds with which to purchase a 
given item, or conversely, in identifying which 


items can be purchased from a given fund | 


- gource. . ; ra 


©@ The distinction may assist in deciding how to 
control or keep track of an item. For exam- 

ple, some funding programs require that all 
equipment items be inventoried annually. At 
the sarhe time, many LEA’s choose to inven- 

_ tory certain items, -regardless of whether or 
not they are equipment or whether or not the 
LEA is required by-law todo so» > 


© The distinctién may bear on insurance deci- . 
. sions. Supplies and movable -equipment are’ 


"usually insured as part “of the contents ‘of 


buildings, while built-in equipment isasually 


insured as part of the structure. 


@ The dist netion can affectgalculations of cost 
of oper ani atid cost per pupil. While most 


Pie include expenditures for supplies, in 


5h _ 


og orf ; * 


‘the calculation ‘of current ppeinting costs, 


_ Chapter 7 ae ao ; 


‘- SUPPLIES AND EQUIPMENT” 3 


‘smany schools treat equipment differently. 
Some include all expenditures for replace- - 
ment equipment in-the current operating cost 
total, excluding the cost of new and addi- 


a 


tional equipment. Others 
all equipment over’ se 
cases, the incorrect ‘classification. of supplies 
_Of equipment items can afte the resulting 
cost calculations. 


ate the cost of 


@ The distinction can affect the amount of State 
or Federal aid allocated to an LEA. Several 


their funding formula (see the preceding para- 
_ graph). Most funding ‘programs limit the 
‘ways in which their funds may be spent, 
sometimes excluding either supplies or equip- 
ment from the list of eligible purchases, 


- The two basic approaches‘ to distinguishing . 
between suppliesiand equipment in the decision- 


- making situations are: (1) to compare a given item’ 


to a predetermined list in which each entry is 
classified as either supplies or equipment; or (2) to 
compare a given item to a set of criteria describing 
the characteristics of supply and equipment items. 
Each of these approaches is disclissed in. the sec- . 
tions that follow. 

‘ / 


‘THE DISADVANTAGES OF A 


SUPPLY/ EQUEEMENT LIST 


. Several. paiblicaliots in the NCES Handbook 
series have provided detailed lists of miaterial items 
used’ i in LEA operations, identifying each entry ad 
either: a supply or equipiment item. The most recent 


years. In both — 


= Ha funding SOUrCES ase. per-pupil:costs as part’of - 


version, found in Handbook IIR;! has been nuit Ps 


to many users, but any such list has. feveral rng 
cant cisadveniagee: 


wn . . 


ante — E for a full — os to an 
KM 


oe 


« 
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yg oar 7) ae. 
a ' } ‘s : 

@ Various State and Federal aid programs offer. 
‘supply/equipment categorizations that some- 
times conflict with such lists and with one 
another. ge : 


‘ 


e Any list 18, and always will be, imcomplete. Itis 


impractical to aYempt to list and classify the “iit appW reason and apoil judgment i - siaking 


thousands. of materials and devices used in 


. schools today, particularly in the vocational — 


education curricula. 


e Changes in educational philosophy, technol-. 
ogy, and techniques are’ introducing new 
materials and devices into our schools at an 
ever-increasing pace. Even if it were possible 
to-list and categorize most of the supply and 
equipment items in use .today, such lists | 


would quickly become obsolete without fre- — 


quent updates. 


+ @ Changes in technotogy and purchase price 


. sometimes /cause the classification of certain 
items to change from one category to the 
other. For example, most LEA's classified 
hand-held mini-calcwlators as equipment sev- 
eral years ago when they cost ovér $100. Now 
that the price of these items-has dropped to 
the $5 to $25 range, some LEA’s are reclassi- 
fying them As supplies. 


.@ Users tend to treat a list as comprehensive 

> and up-to-date, even when advised otherwise. 

* his can lead to faulty classification deci- 
sions, 


. Yhe conditions above make the development of 


- a universally applicable and easily updatable sup- 


ply ‘equipment list impractical. In lieu of present- 
ing a list that might} raise as many issues as it would 
propose to resolve, this handbook suggests tHat the 


- distinction betweén supplies and equipment can be 
* best accomplished through confgistent, statewide 


application of uniform criteria. If an LEA wishes . 
ta supplement ‘these criteria with a list, the list in 
“Handbook HRY. ‘iil a firm foundation. 

; a - 
CRITERIA: FOR DISTINGUISHING - 
BETWEEN SUPPLY AND : 


a ede ITEMS 


(€) 


ERIC 


iin | 
. 


Most Fedéral, State, and local funding pro- 
grams provide criteria for distinguishing. between 
supplies and equipment. The ‘criteria below are 


based on a combination of the most practigal and" 


EQUIPMENT ITEMS 4 


4 . - PROPERTY ACCOUNTING © 


ars 


_ commonly accepted guidelines from these sources. 


Unless otherwise bound by Federal, State, or local 
law, it is recommended that all education agencies 


. use these criteria instheir supply/ equipment classi- 


fication decifions. In those cases where the classifi 
cation of an.item is unclear, the agency,as always, 


its decision. 


~ 


" 
’ 


An equipment jtem is a movable or fixed unit of 
furniture or furnishings, an instrunfent, a machine, 
an apparatus, or a set of articles that meets-all of 
the following conditions: - | a 


1. Under normal conditions of use, intluding 
reasonable care and maintenance, it has an 
anticipated useful life of more than | year. 


2. It is of significant value. , 


3. It retains its original shape and ‘appedrance 


with use.’ rt 


out, it is usually more feasible ‘repair it 
than to replace it ‘with. an;ehfirely new unit. 


5. It does not-lose its identity. through i incorpo- 


ration into a different or more complex unit , 


or substance. 


.e 


The first criterion is based on the notion that an 
equipment item should last longer than the ase 
year in which it was purchased: _ 

Significant value should’ be measured in terms 
of original cost or in terms of-estimated market 
value at the time of ‘acquisition if the original cost 
is not available. Most LEA’s will use values in the 
$25 to $100 range. Federal Management Circular 


74-72 requires-that the value criterion separating 


supplies from equipment shall not exceed $300 per 


. item. On the topic of significant Wilue, the National. 
Commietée n Governmental Accounting atatege © 


Ah 
The significant value test is important because. 


[LEA’s] will have many individual assets Evin : 


vt 


eed 
IGerewal Services Administration, Office of Federal vii 


"agement Policy, “Federal Management Circular 74-7: Uniform 


administrative requirements for grants-in-aid to State and local 
governments,” Attachment N, p. |. Superihterdent-of- Doeu- -- 
monts, Washington, D.C. 20402. FMC 74-7 is oval the 
same as oe Circular A- 102. 


4. Itis nonexpndable; that is, if the atticls i js’; | 
v5 damaged or some of its parts are, Ipst or Wort: <: 


4 


SUPPLIES AND EQUIPMENT - 


small that the time and expense of maintaining 
-detailed accounting and inventory records on 
them are not justified. Examples of [items] not 

~ having significant value for accounting purposes 

..- would include pencil sharpeners, paper cutters, 
books other than those in libraries, arid small 
‘tools. ‘What constitutes significant value will 


another . 


SUPPLYITEMS 


An item should, be classified as a supply if it 


DISTI GUISHING Bg 
BUILT-IN AND M 
EQUIPMENT 


EEN 


- Not all States aa 1. has find it necessary to 
diseguish between bullf-in’ and: movable equip- 
-ment. For those agencies that 
usually relates togpne of the following @uations: 
(a) estimating the costs of a building (built-in 

. equipment is included, movable equipment is not), 
and (b) determining. which equipment items can be 
purchased from various funding sources. 


the following criteria may be applied to determine 
if the item is built-in or mova Be: 
An equipment item is built-in if: 


aa it is an integral part of a building; that is, it is 
permanently fastened to the building, func- 


removed; or 


if, is permanently” attached’ to-a site and 


oe or other st sructures). 


Hater date. Built-inggquipment i is $ 8 refert 
to_as fixed equipmgnt (ttot* to. beseontused with 


fixed assets). a? ee es ae 
. oe Bae tf fy a r 


‘National Committee on Governmenta] Acc 


ernmental Accounting, Audtting, and Financiiil.- Reporting: 
Municipal Finance, Officers Association, 1313 East 60M Street. 


ERIC 


are » tangible and fong-lived but whose yalue ig so | 


‘y vary from Otte -governmental jurisdiction to — 


does not meet oe of the ae es above. 


o, the distinction ° 


x After an item has been identified as equipment,. 


_ tions as. part of the building, and causes ° 
appreciable damage to Lg building if itis . 


es rics as, part of the site (except buildings 


;, Built-in. equipment mayebe sicorpotbien | i OA. 
Mi Building at the. -tignie the building i iS erected ortAt, a 


ae 


Gintings Gov. 


e Lhicago, Ilinow — 1968. of 
s + id a. 


* 
‘ 


|. are transportable from ‘one location to 
another without appreciable damage or 
change to the location from whick they are 
removed or. to the location where they are 


ins <a . 
-2. do\not ‘function as integral ‘parts of the 

building or site and are not permanently: 

fastened or attached to the building or site. 


- The term movable refers’ to permanency of’ 
installation and not to size or Weight. 
: MAINTAINING INVENTORY ( 
: RECORDS ON SUPPLIES oa 
AND. EQUIPMENT ©" «5 5 


. 


LEA managers carry eat responsibilities for 


stewardship of the funds and property of the LEA. | 


They: are responsible for safeguarding, maigigin- 
ing, and pertodically reporting on the seen 
these financial and physical resources. One of the 
most important functions in carrying out steward-: 
ship responsibilities is keeping accurate inventory 
records. The need to establish and maintain inven- 
‘tory records usually stems from some combination 
of the following conditions: 


© LEA managers often need information for the _ 


proper management of fixed assets that can 
be best derived from an orderly inventory 
system. 


® Auditors, in accordance with generally ac- 


". gepted accounting principles, usually require 
that an inventory of all fixed assets (sites, 
" buildings, and equipment) be maintained. 


e Magy State and Federal {ynding programs 
require that an, inventory be maintained of 
certain, items purchased with program funds. 


e Boards’ of Education and/or LEA managers 

may.” require that certain special -inventory 
dystems be establishe d beyond thot pgAltired 
ry) hutisty sudo a outsid¢ fundi ing: pro-- 


eraige 


* i : 
-In éiponding tofthese requirements, inventory 
_aysterns ss several objectives: 


¢ To pétiodically check the condition and avail- 


: aed éf-an’ eae e. a. Is # in Sicitiie working + : 


a | oe . 
_ Movable equipment corkists of items that: = 


“4 


. as 7 i real _ 4 4 a awit t 
f a? . 
e a . 
100 
: » A J . . 
ie condition? Is it ‘temporarily out of service? - 
. Has it-been-stolen? . - . 


. e v, " 
~ "@ Fo make the staff of the LEA more ‘aceoant* 


. 


able for LEA property. by direct involvement in 


_ 


the ‘Inventory process and assignment of re-. 


sponsibility for-the control of certain-items. 


» © To pravide information necessary for making 
” operating, decisions and planning for the 
future. Examples of some of the more com- 


. . mon planning and management activities are 
"presented in chapter 3; pp If-12 of this 


handbook. Increased utilization of equipment 
and reduced investment.in new fixed assets 
dre two possible results of such activities. 


uired. inventory lists and’ reports for audi- 
ors, fundmy agencies, and the LEA. 


Each LEA‘ will have a different combination of 
inventory needs to which it must res 
different set of objectives it desires 
It ‘must design its inventory syste 


accomplish. 
s accordingly. 


Two keys to operating an efficient and effective ° 
~~ AND INDIVIDUAL (UNIT) CONTROL 


_ inventory system are (a) deciding what items to 
“inventory and (b) selecting the proper inventory 
anebiogs. a . 


* 


DECIDING. WHAT ITEMS TO INVENTORY: 


Most 1.EA’s have an inventory system that deals” 


with, equipment. Such systems (1) may focus on 
specific types of equipment, such as those pur- 
chased ‘with. categorical (restiicted- -use) funds, or 
(2) may encompass all equipment owned by the 
LEA. 

, While it is-important to periodically inventory 
equipment items (the accounting and auditing 
profession recommends inventory controls for 
,Most fixed assets),.many LEA's also find distinct 


-advantages in extending their inventory systems to- 


~ stacks’ ‘of, ‘valuablg : supplies. Such supplies might 
include food: janitorial supplies, or laboratory 
chemicitle. Boventigl benefits” vy i increased: gontrol 
,ate ustially greatést for those: supplies located in 


ms, Midistrict-tevel warehouses, but can‘apply to supplies 


in individual schools, if the supplies are bf ‘signifi- 
cant value. | a 
AS a. genetal rule, ihe Petal value of an item to 


F edignation as sippplies or equipment in 
iw ether or not to inventory the item. 


Jo provide information for preparing re+ - 


ynd- and a, 


40 


PROPERTY ACCOUNTING 


< 


AN INVENTORY IS THE BASIS FOR A 


are of OW, indigidual yaly 


PROPERTY INFORMATION SYSTEM 

Some LEA's extend their inventory systeni‘o. 
record more déscriptive information than is re- 
quired by. the-atditers or outside funding pro- ¥ 
grams. The expected benefit is the availability of 
more detailed information for planning and deci- 
_Sionmaking purposes. Such an expanded set of 
inventory records also: can be. thought of as a 
paler information system, since it contains. 
mote information than-is required to meet basic . 
pe petal needs. 

“Of course, before an LEA seiends its inventory 
system-to include either additional items or more. 
detailed information, it should weigh very carefully 
the extra costs involved. Through proper planning 
for the expansion of its property records, many 
LEA's cah gain a@ditional benefits while keeping 
the costs of the more complex property informa- 
tion system in balance. |. : 5 


DECIDING BE TWEEN GROUP CONTROL, 


; A major decision in developing any inventory or 
property information system is deciding how much ° 


- effort to deyote to controlling (keeping track of) 


each equipment or supply: item. In: general, each 
itern cdh be controlled in one of three ways: 


Individual (Unit) Control, This is the most ’ 
desirable form of control for equipment since an 
individual record is kept on-each item. The condi- 
tion and utilization of suth items can be followed. 
closely, and more descriptive information on each 
-item can be recorded. On the other hand, individ- 
ual control requires staff time and paperwork to 
generate these benefits. Individual control is advis- - 
-abke, in general, for all but the lowest-cost equip- . 
ment items. Equibment items that might otherwise 


come under group control: hut have a high theft or _ - 


Pan - 3 s 
casualty potential. should. #lso be considered for 
individual control. 


ota 


? 


control, tents fling into this: sce 
t, when taken as a 
group,-are valul ble enoug® to justify: the cost! of 
providing: some: type of control over their security, 
location, and condition A group. should always 
consist of identttx, or reasdhably similar items. 
Groups may vary in size and specfficjty of the items 


.. 


ileal Kor axanile gn LEA might choose’ to. 


‘SUPELL es AND aie 1 


group its chairs in, any “number of ways: by size, 
style, room location, or building location.. The 


‘ advantage of gro&p control over individual Control 


-% 


is that fat more items can be controlled with 


considerably less time and paperwork. On the - 
ee hand, very little specific information ts avail- 


able about any given item.in the group. 
Group control is most applicable to-any equip- 


7 ment item which meets all of the following condi- 


tions: 


l, It is a piece of equipment for which the 


relationships of individual maintenance Cost 
to the ‘original. cost and other factors are not 
critical in determining replacement policy. 


. 2. -It- 1s. a. piece of equipment for which the 


observance of individual performance and 
other individual characteristics are not criti- 
cal 1 in determining replacement policy. 


os It is-the: same as some other pieces af LEA 
equipment with respect to function, material, 
. Shape, and sve. 


4. ft has ‘tio serial number given it ey the manu- 


. facturer. 


The Inventory control of supplies may also be 
thought of as a group- -control process. While the 
unit value of most supplies is usually too low to 
justify control or recordkeeping onan {ndividual 
basis, the aggregate inventory valye of some gup- 
plies is signrfecant. Such items might include foad, 
janitorial supplies, gasoline, and other fuels. When 
applied to these types of supplies. group-control 


methods similar to thhse used with Sip meat can 


a = 


a = . Ley 


SUMMARY 


oo & 101 
a 2 
"reduce faunal! loss resulting from pilferage, mis-.- 
Pandling, and overbuying or underbuying. 


: @ 
Lite or ao contval This category is comprised 
primarily of. supply items that do not warrant 
group control.:Items falling into this category are. 
usually of such little value that the cost.of imple- 
menting procedures to monitor their use, location, 


“and condition are not justifiable.. This .category 


rarely includes equipment items, since most LEA's 
are required by law or encouraged by generally - 
accepted accounting principles to maintain either 
individual or group records on aa items of equip- 
ment. 


The level of control applied.to any supply or 
equipment item is dependent on the amount of 
information the LEA desires ‘about the item and 
how closely the LEA wishes to follow the item’s 
condition and availability. Consequently, the level 


-of control directly affects the amount of time and. 


effort spent in keeping track of the item. Individual 
control offers the capability | to closely track a.” 
single item's condition and availability, while | 
group control forfeits the opportunity to focus on . 


_ an’ individual item. However, group contro! allows 
.far more items to be tnventoried with considerably 
_ less time and paperwork, The level of control 


applied to a given item, which can range from an | 
annual inventory to the tight security of locked 
tool crib, shouldybe based on the relatiyé 4 tmpor- 
tance of thé | oO ‘the overall operation of the ° 


. LEA and is usublly in direct Proportion to its” 


purchase or repla ement cost. 


e 
a) 


- 
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rr ne GLOSSARY ae = tee a 


This appendix contains definitions of -property- 


r@ated..terms iot defined elsewhere in this ‘hand-. . 


-- book. Terms located elgewheré in the handbook - 
may be\located through the use of the Index: or: 
. through he data-item classifications in chapter 4, 
"The Glossary is. arranged -alphabetically’ ‘and 
includes a limited amount of cross-referencing, 
Each definition that has been ‘taken: from 
another handbook in the State-Educational Recy’ 


ords.and Reports. (SERR) Series is followed by a- ‘ 


parenthetical expression containing. the. Roman 


. Mumeral of the source: handbook. The letter. “R” . ; 
“following such a Roman nunieral indicates that the 3 r. 


handbook is the revised edition. In some cases, the, 
' definitions have been’ modified and are sdentified 


"as such. In all cases where a definition was availa- 


ble in a previously published handbook, the most. 
recent, "source was used. 


ACCOUNTING—The’ ‘procedure’ ot sainainanes 

- systematic records of transactions (happenings, 

_. occurrences, events) relating to persons, objects, 

‘or, money’ and summarizing, analyzing, and 

interpreting. the results. of such ‘records.’ (VR, 

modified) See also FINANCIAL ACCOUNT- 
ING, ‘ 

4 


ALTERATION, ‘OF A BUILDING—Minor 
_ changes, made internally that do not involve 
Malo structural changes: (IIl)¢See also RE- 
.. MODELING, RENOVATION OF A BUILD- - 
ING, REHABILITATION OF A’ BUILDING, 
.REPAIRS, and MAINTENANCE. 


_ AMORTIZATION —(a) Gradual feduciion: re- 
“ denaption, or liquidation of the balance of an 
‘account recording to a: specified schedule of 
times and amounts, (b), Provision for the extin- 
4 ie guishment ob debt by means ofa Debt Service | 
Fund (Sinking Fund).! ] 


‘ 
aL 


'Nattonal Commie on Governmental Accountirig, Gov- 
eramental Accounting, ais and Financial ela ; 


a 


“supGEt=A plan ‘of -financial Jdperition em= 


" bodied in an estimate of proposed expenditures - . 


. fora given period or’ putpose, and the proposed 
means of financing them, The budget usually: 


consists of: three‘parts. The first part containsa 


_ messdgg from: the. budget-making' authority to- 
" , gether with a summary of the proposed expendi- 
tures and the means. of financing.them. The . 
-* second part consists of schedules supporting the: 


. summary. The schedules ‘show in detail the - ~ 
proposed expenditures.and means of financing 


'y them, together. with information, as to-pagt years’ 


ised in making the estimates. The third: part is. 
composed of drafts of the appropriation, reve- 
_ hue, and borrowing measures necessary to put 
. the; budget into effect. (IIR) See also CAPITAL 

_ BUDGET. . 


- BUILDING CODE—A. systematic collection of | 
the laws, rules, and regulations of a governmen- 
. tal entity related to building construction and, 


, utilization. 


CAPITAL ASSETS~‘See PROPERTY. ore also . 
Capital dees Pp. 6. 


CAPITAL BUDGET—A revenue and expenditure 
- plan for the acquisition and disposition 2 
- Property. ‘See _ BU USER: ’ 


CAPITAL OUTLAY—An expenditure aul” 
in the acquisition of property or additions to 
property that are presumed to have benefits for 


- more than I year, It is an expenditure for land | 


or existing buildings, improvements of grounds, 
-constryction of buildings, additions to build- 
~ ings, ¢ 


Musical Muaicipal Finance Officers Association, BB East eoth Street,” 
ce Ml. 0637, he Pe 153. 


- actual revenues and.expendituresand other data .. ; 


ssa of buildings, or tnitial a ; ae : 


ofied) See also appends B, -p. 


-CASH FLOW MAN GEMENT Controlling’ 
the timing and dispogitioA of receipts and ex- 


penditure obligations fo maintain the best possi- 
ble financial _Positign 


CHART OF ACCOUNTS - A list of all accounts. 
generally used in an individual accounting ‘sys- ", 


“tem. In..addition to account title; the chart 
8 includes ‘an, account, number that’ has’ been 


-assigned to each account. Accounts in the chart | 


are arranged with accounts of a similar’ nature; 
. tor example, assets and. id iabillties. (IVR) — 


GLASSIFIC ATION --A° systemaiic arrangement 
-° of items in groups with defined, likeigharactéris- 
*, tics; fr, one such group within’ a slespitication 

system. - 


CODING - A -means of. distinguishing ‘among 
items and categories of information by assigning 


* ” aumibers’or other syinbolic designations so that” 
the items and categories are cat identifiable.” 


(VR) re e a 


~ COMPARABILITY — The eharaceriatc® of com-: 


monality, among or. ‘between. selected elements 

measured in terns of identical constan é 
, accuracy of the measurement of the i 

comparability is usually dependent n the 
. jumber of constants a (IVR) 


= COST BENEFIT-- Analyses ‘that provide the 
means for comparing the resources to be allo- 


- likely t 


provides the means for- comparing. the results 


* likely to:be obtained from the allocation of | 
‘certain resources “toward the achievement of 


alternate or. competing objectives. (IVR) _- 


COST EFFECTIVENESS—Analyses dices to 


measure the extent to which resources ajlocated 


to a.specific objective under. each of several - 


“alternatives actually contribute to accomplish- 


“ing. that. objective, so that different ways of 


. gaining the objective may be compared: (IVR) 


DATA PROCESSING _- The activities of collect- 


ing and organizing data, storing for future use, 


and Preparing statistical reports. SRY: . 


tional, and. replacement side 
07, are 


cated to.a specific program: with the results ,. 
" be gbtairted' from it;-or, analyses that - 


"PROPERTY ACCOUNTING : 
EVALUATION - The process of ascertaining: or 
' judging the value or amount of an action or an 
outcome by careful ‘appraisal of previously 
specified data in light of the-particular situation. 
and the goals and objectives previously estab- 
lished. (IVR) ‘a 


eT eee incurred, whether 
paid or unpaid, which are presumed to benefit 
~ the’ current fiscal year. (LER) 
v 


FACILITIES—-See PROPERTY. See also Facili- a, 


ties, p. 6. a ~ 


FEDERAL EDUCATION AGENCY— “See Fed- 
eral Education ad ds P.. TV, 


- FINANCIAL. ACCOUNTING—The recording 
and. repoing of activities and events affecting 
the money of an administrative unit and its 
program.. ‘Specifically;- it is concerned (1) with | 


_. determining what accounting records are to be 
mairitained, how ifey will be maintained, and 


‘. the procedures, methods, and forms to be used; 


(2) with recording, classifying, and summarizing 
activities. or events; (3) with analyzing and 


a. er interpreting recorded data; and (4) with prepar- 


ing and initialing reports and statements that 
reflect ‘conditions as of a given date, the results ° 
of operations for a Specific period, and the. 
evaluation of status and results of operation in 


terms of ring. OO Se also 


ACCOUNTING: Ps 
FIXED ASSETS— See PROPERTY. ‘See also 
amines Assets, ee A 


INTERMEDIATE ADMINISTRATIVE UNIT | 
See INTERMEDIATE EDUCATION 


J AGENCY, 
5 a 


ANTERMEDIATE, EDUCATION AGENCY ies 
((LEA)~An administrative agency, smaller than 


" ‘the State agency, existing primarily to provide 
consultative, advisory, adininistrative, or statis- 

.. tical services to local education ‘agencies, of to 
’ exercise certain regulatory functions over local 
_ veducation agencies. An intermediate education 
agency may operate schools and contract for 
school services, but it does not exist primarily to 
“render such services. Such agencies may or may 
not aah taxing and bonding authority. Where 


LY 


{? «) ee ; = 7 


+ 


¥ . a 
GLOSSARY 


there is a supervisory union board, the union is 
included as an intermediate education agency 
(adapted from the definition’ of Intermediate 
Administrative Unit in VR). See: also Local 
Education Agency, ue : rr ’ 


. _») ANYZNTORY. A detailed bist or record showing 


‘hand at a given time. Also 
~ and equipment. on hand not yet ceutes to. 


quantities, descriptions, values, and frequently. : 


‘units of measure and unit.prices of property on 


‘requisitioning, units, (IIR) 


"LEA —See LOCAL; EDUCATION AGENCE. 


i LIFE: CYCL KE COsT- ‘The total of all-costs asso- 


LOCAL 


“ _ boundaries. 


ciated with owning and operating. a building | or 


E item of equipment, including: ‘costs of planning, 
, constructing, financing, operating, maintaining, 
© and disposing of the building or item of equip- 


ve ment. Life-cycle costs may be either projected 
| (he, before the fact): or actual i e., after. the 


tac) 


BASIC ADMINISTRATIVE UNIT 
See LOCAL EDUCATION AGENCY, 


‘LOC AL EDUCATION AGENCY (BEA)- 


education “agency at the local level ” 


primartly to operate schools or to contract Tor 
educational services. Normally, taxes may be 
levied by such publegly operated agencies .for 


- school purposes, T hese agencies may or may not > 
. city, or town 
hed. synoriymolsly . 


“be cotéfminous sath “coun 
This term ts - 
with the terms “school district, 


a9 96 


school system” 


. and “local basic administrative unit.” (IVR) See 
- also Loéal Education Agency, pp. 7 and 8, 


- LOCAL SCHOOL DISTRICT See LOCAL. 


EDUCATION AG ENC Y. 7 


” MAINTENANCE— Those: activities concealed 


* | gt with keeping the ‘grounds, buildings, and equip- 


of 


a fient at their original co nditio#y of compkténess 


‘of efficiency, either through repairs or’ by. re-. 


placement of property (anything less-than rep” 


placement of a total property unity. (This defi- 


~nitipn is identical to definition of MAINTE- 
NANCE OF PLANT in IIR) See also REPAIRS. 


t 


OPERATIONAL UNIT*A sepataiely budgeted 


eo 
RIC 


v 


subdivision of an LEA established to garry outa 


e e a ® ® 


,|the cost of supplies ~ 


PROPERTY —Sites, 


REAL, ESTATE—Land,‘ 


. + 


106 


; 105 
Sale cn 8 


“major. objective Or group of objectives, “such asa 


sehool, the transportation’ unit, or the athletic 
department, (IVR) 


o 


PERSONAL PROPERTY - ~Property of any kind’ 


except real property. It may be tangible (having 
physical existence) or intangible (having no 


‘. physical existence, such as patents, inventions, 


_and copyrights).? See also REAL PROPERTY; 
, and Movable Equipment, p. 997. 


PLANNING— ‘The selection or identification of 


the overall, long-tange gdals, priorities, and: 
objectives of the organization, and the formula: » 
tion of various courses of actiomto be followed - 
‘in working toward achieving those goals, Bao: 
ties, ane objectives. alia 


co” . . 
if a ae 


PROGRAMA plan of activities and srosddines, 


designed to accomplish , predetermined -objec- 
_tive or set of allied One eR (IVR) 


bulla niger and amen 
both built-in and movable. See ‘Site, p. 42; 


_- Building, p. 48; and Equipment, p: 75 and p. 


97. 
a, 


PROPERTY DATA—Specific items of informa- - 


tion about land, Buildings, and equipment, 
usually organized in a file as part of.a A property . 


socounting system. * 


PROPERTY RECORD-—A sulleeion of anety 


‘data where information about a particular prop- 
erty item of group of items may be found. A 
property record may take thé form of a file card, . 
“a looseleaf page, one or more key-punch cards, 


or data entries on: a4 magnetic tape or- disk for - 


-computer usage. gy a ge 


and PUBGINaS: real property. (IIR) 


REAL PROPERTY—"See REAL ESTATE: 


8, 


REHABILITATION OF a™BUILDINGS-The 


_ general overhauling of a complete, building. or. 


ee ¢ 

Federal Management Circular 74-7, Arachoent nt ” Gen- 
eral Services Administration, Office of Federal Managment 
Policy, September 13, 1974; also codified in the Code of Federal 
Regulations as 34 CFR 256. FMC 74.7 is. essentially jhe same as 
OMB eiccae: ‘A-102. 


improvernents to site, oe 


106 : 
“major section. thereof to. better. adapt it for 
~ continued use-for the ‘schogl program or a 
different type.of occupancy. (II) See also AL- 
TERATION OF A BUIL DINC?, REMODEL- 
ING, RENOVATION OF A BUILDING, RE- 
“PAIRS, and MAINTENANCE. 


“REMODELING § Any major permanent struc- . 
‘tural improvement to a building. It includes 
_ changes of ‘partitions, roof structure, or walls. 
Repairs are not includéd here but are included 
under -maintenance. (14R) See also ALTERA: 
~ TION.OF A BUILDING, REHABILITATION 
OF A. BUILDING, ‘RENOVATION OF A 
BUILDING, ena ‘and MAINTE- 
NANCE, : = | 


‘RENOVATION OF A BUIL DING 
“ing of a building or part thereof without chang- 


ing structuré, function, or design. CII). See also... 


ALTERATION OF A BUILDING, REHA- 
BILITATION OF A BUILDING. REMODEL. 
IN§i REPAIRS, and MAINTENANC B . 


' REPAIRS | The restoration of .a given piece of - 

equipment, of a given building. or of grounds to 

__ original condition of completeness or efficiency 
froma worn, damaged. or deteriorated condi- 
tiory(IIR) See also MAINT ENANCE 


SCHOOL P The site, buildings, and equip- 
_ ment constitutd@y the physical facilities used by a . 


single school or by two or more schools sharing - 


the uge of common facilities {IIR)’ Oo - 


SCHOOL System. -All the schools and sup- 
- porting services controlled by a board of educa- 


tion or by any other organization that operates 


one or more schools. (VR) See also Local 
. a Agency, PPS 7 and 8. 


_. | SEA--See STATE EDUCATION AGENCY. 7 


“STATE - “A term that spplice to the 50. States, . 


outlying areas, the Trust Territory‘6f.the, Pacifict.. > + 


. slg and the District of Columbia (MAL) 


USTATE BOARD OF tive ATION «The legntip . 


The rehew: >. 


may also have total or pattial responsibility for 
"the supervision of higher éducation. (IVR) 


‘STATE DEPARTMENT OF EDUCATION:.-An 
‘organization, composed of the chief-executive 


-@ 


PROPERTY ACCOU NTING ' 


\ 


officer (chief State school officer) and staff, that ” 


“exists to conduct the work delegated to it by 
law. (IVR) me. 8 


STATE EDUC ATION AGENCY (SEA)—-The, 
organization established ‘by law for the primary - 
purpose of carrying -out at least a part of the ~ 
education -responsibilities of the State. It is 
characterized by having statewide jurisdiction - 
‘and ‘may be composed of a State board, chief 
executive officer, and statf. Some State educa- 
tion agenefes may lack one or two of these three 


_clements, but ia any gase thereemust be either a. - 


board ‘or a chief executive. afficer. ‘The term 


_ with “bagrd.” 


Agency 7 a 


STATE EDUCATION AUTHORITY.—An OF © 


Bagized and officially constituted group of indi- 


viduals or an individual responsible for policy 


decisions related to constitutignal and legisla- 
tive . provisions pertinent to fei in the 
. State. (VII) 


av 


SYSTEMS ANALYSIS Activities involving the, ° 


seatch for and evaluation of alternatives that are. 
relevant to defined objectives, based on judg- 
, Ment, and, wherever possible, on quantitative 
methods, the development of data-processing 


procedures or application to electronic data-— 


_ Processing Saupment ~~ 


"TEACHING STATION or TEACHER STA- 
TION—The space. allocation required 0” ac- 
commodate a teacheg (or-teachers) and a group 
of students during instructional] activities, The 


“commission” is somesimes used syhonymously. 
(IVR) Sge also State.Education - 


amount and ‘characteristics of. ‘the ‘space in- any. : 


- . teaching station will vary accerding. to subject: i 
Matter,area and local’ pr Stat€' policies or sign: ; 

* dards on student/te 
square foot: (b).The: specific location and sci) 

equipment (i:e., desk, tern, demonstrationr 


er ratios or studengs: per 


constituted body having the major responsibil- table}. required: by & mes to “carryout oe 

-, dty. for the general supervision of elementary and signed instructional ‘activities with. rgroup of oe 

secondary education inthe State. This board Baden, ce ‘ 
, : 4 : z eo : ¥ oe ® 

se : 4 - “* a . aD, ‘ Sse 7 

oe See fa 7 H Nap a a, 
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Appendix B Lf 
| _ "CAPITALIZATION ee Ve 
_ Capitalization is the aet‘of recording the vale “CAPITALIZATION AND 


* _ of an item of propérty in the General Fixed Assets “CAPITAL OUTLAY» 


Group of Accounts or in {K¢ appropriate fund on: ‘Since the use of the term" “capital outlay” ree | ae 
the LEA’s Balance Sheet.' The value recorded for from State to State” there is ‘fo uniform relation-. 


the item should be its “{original] cost, .or estimated - ship.between the terms “‘capital‘outlay” and “capit 
[original] cost if the original cost is not available, _ talization.” In.a funding, sense, capital outlay may. 
or, in_,the case of gifts or contributions, at- fair: refer-.to a portion of the: budget specified for; 


market value at the time received. me * restricted use. For example, many States restrict 
pao wise ae * part of their minimum foundation. aid to iach 
- as CRITERIA FOR = . outlay expenditures,’ such as equipment and im- -¢ | 
CAPITALIZING PROPERTY 7 _ pattie we nts to buildings, in an. accdunting sense, - °" 
capital utlay may refer to the way-a particular - 


Sy eaee applies only pe ee wih _ expenditure, transaction sho ‘classified. For , | 
_& PINE Tee greater: thag’ } year, This. includes - example, in a- financial account stem \ based on 


» tog y+ Sites, buildings, agd equipment, but-explude’, SUP" - -Haridbook IiR, ‘Capital Dutlay’ is ‘one. “of the © iy 

: plies (gee chapter 7, p. 9% for thé distinction 
between equipment. and ‘supplies). Also improve-. 
ments to sites, buildings, and. equipment can be 
capitalized. Improvements aré generally thought of. 
2. “aS any alteration, renovation, or rehabilitation ofa 
: fixed asset that: extends the life of ‘the asset or 

; ‘otherwise. provides benefits for more than | year. A. 
list of many of. the items categorized as improve- 
ments to‘sites is presented in the definition of data 
item 129 Nature of Site Improvement, on 

page 46, 7 os 
Summarizing the foregoing statements, an item 

_ can and should be capitalized if it. is: 


principal categories under. the’ Object dimerision. ° * -- 
When the term. capital outlay is ‘used’ in: the 
accounting sense as outlined Handbook IIR, its 
-relationship tq the term chpit lization’ is straight- 
forward: all items classified under the ‘Capital 
--; Outlay,category in the Object dimiension’are fixed ' 
“assetg, nd all fixed assets shou pitalized« 
When capital outlay is used -to deri funds 
with © ‘réstricted use, its relationship to the 
capitalization i is not always as simple. Some States * 
restrict, the use of capital outlay funds: (also te- 
ferred to as capital funds, capital grant funds, and: 
', ° bond -funds) to fixed aggets only. Some further 
lasita °° "7° Festrict use to’ equipment only, or equipment and 
: building improvements. Other States extend the. 
~ . use of capital ovtlay funds to include more than 
3. an equipment item: (as defined i in ehapter, ‘fixed assets, such as sypplies and ‘Thateriats Te- 


: a 
. 


oO i. a building, Ss 


7 page.98),or ~~ quired. to prepare a " BF fonstructed building for . 
4 4. an improvement to a site, building, orequip- ‘opening. In this and r cases, the LEA would 
: :; _normally. capitalize vay he fixed’ asset items. 
aaa ‘ : ‘ ; , P of __In_ summary, all fixed-gsset items should be 
: ‘ ; 
Henabeok tl op: fates ge peirers full tiblioe : capitalized, and should alst be-classified under the © , 
~ graphic inforthation.on this handbook. ‘? Capital Outlay objéct in accordance with ‘Hand- 


2AICPA !Committeg on ie le gee ao and ., book HR. 3 However, sucht tems May or may, not 
Auditing, Industry Audit Guide: Audits o te and Local 


iv ke Governmenjat Units. New York: American Institute of Certi- See appari E oe full bibliographic. information on . 


fied -Public/Accountants, 108, p. Ir ¢ 7. nee HR. 2 
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DEPRECIATION rer 


The “Nationat . Conusnines on Goyernmental 
< Accounting defines depreciation as the expiration 


_ in, service life of fixed dsseta, other than wasting 7 
~ asset’, attributable to wear atid. tear. through use. 
and lapse of time, obsolescence, inadequacy, or” 


‘other physical. or functional cause. 


. NCES encourages all State. and local education 


‘agencies: toinvestigate ways of using depreciation 


‘information AO-ermhance the important process. of | 
calculating the total costs of education programs — 


and services. The follqwing. excerpts from: the 
AICPA's (American Institute of Certified Public 
" Adbeuntants) Industry Audit Guide: Audits of 
State and Local Governmental Units' may be of 


“interest to ‘those States and LEA’s wishing to- i 


investigate the topic further. The reader should, 


bear in mind’that this document was published’ in 


1975, and that revisions of the convepts or state- 
.Ments quoted below that may have occurred since 


oe 1975 ave. not been- reflected:. 


Pages 17-18 in chapter a “Accounting Princi- 
State: 


“ 


With respect’ to. depreciation of general fixed 
assets, there are two (gasons for a renewed 


‘interest in the.subject. One is:the increasing | 


treid in the number of governmental grants, 

both of federal to state andJocal, and of state to 

local, which allow (le Geet. 

ble. cost. Another is the‘neéd to marshal all costs 
. including deprgciation for the purposes of meas- 


uring cost of governmental services and evaluat- 
ing the efficiency of programs. 


- There dre four reasons for computing deprecs: 
tion for. governmental units: (1) profit measurex,- 


- ment for enterprise and intragovernmentat ser- 


vice funds, (2) ¢ cost eae services and — 
. (AICPA Committee gn Governmental Accounting ang ~ 


Auditing, Indystry Audit Guide: Audits of State and Lochl , 
Governmental Units.. New York: -Aiherican fpstitute of Certi- 
fied Public Accountants, 1975. 


ete ott Ai 


. cd . née . 
programs, (3) as a cost to be sacluided in wane 


_bhsis for reimbursements pr grants, and (4) . 


~ systemati gmortization of cost to recognize use 


. ‘or absoléscence. “Granted these reasons for " 


- computing depreciation, “however, maintaining 


such@jnformation and including it in financial ” 


statements involve-separate questions. 


Depreciation should be’recorded on fixed assets 
~ financed primarily by charges to users, sugh as: 
. those - included : in, enterprise and intragovern- 
mental service funds. With respect to a 
. fixed assets in a’general fixed assets group 0 


accounts; some finaricial statement users may - 


prefer that depreciation be computed and re- 
_* ported even though such amounts fire not a 
": charge against any fund. Accordingly/ as long as 
. original cost or gther appropriate amounts are 


a: 


intained and reported, there is no objection . 


-- to reflecting an allowance for depreciation in the 
- general fixed assets group of accounts with a 
corresponding reduction in the amount’ shown 
as the investment in.such assets. Whete the 
amount shown as ‘the investment’ in such assets 


Ge categorized ‘by source of investment, the , 
uction may be shown. asa reduction of the : 


total of auch categories., - 


in addition to the Industry Audit Guide, Audits’: 
.. of State and Local: pensions Units, referenced - - 
* above, AICPA has published o 


‘address vatious aspects of depreciation, including 
Accounting Principles Board Opinion No. 12'and 
‘Accounting Research Bulletins 33, 43, and 44 


(revised). Other sources of written materials, on? 


depreciation. policy and practice may’ “be located 


_¢ 


er documents that . 


through State arid local CPA organizatioi ands: 


tion in Chicago. °°". 
. The hetee{gsion of depfeciation-related data items 
ine talpters. as 5 Bi this handbook should not be 


we 


through the Municipal Finance Officers Associa 


irement, - that Dae 


ee! 


. 
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o 
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information should calculated or recorded in 
the property files (or in thé school finance files). 
The presence of these data items suggests that they . 
are potentially useful to LEA’s, and provides 
‘uniform terminology: and definitions for .those 
.LEA’s that wish t@ maintain such information. 

For those agencies interested i in using deprecia- 


o 


tion techniques, the following .general guidelines 


‘ may ‘be of assistance. 


® Depreciation. ‘apolies only to buildings, site . 
improvements, and equipment; land is never . 
- _ depreciated becauseg i is not consumed in use. 


@ The most,common depreciation method used 
is the stiaight- line method. In this method, 
‘the annual amount of depreciation is calcu- 
lated by first subtracting the salvage value of 
the iteni from its acquisition cost and dividing 
the difference by the anticipated. years of 
‘useful life. The salvage value of an item is its 
expected market value at the end of its antici- 
pated useful life. ~ 


®@ An addition to a building can best beedepre- 


P 


is attached. It is easier to-do this if the 


/ 
™ 
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s 
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ciated separately from the. building to which it ,. 


a 8 


PROPERTY ACCOUNTID NTING ; 


—- builditig addition has also. been capitalized 


(see appendixB) separately, 


© A renovatjbn cr rehabilitation can be depre- 


ciated by Adding the costs of such renovation 
or rehabilitation to thé book value-of the asset 
(that is, the value remaining after accumu- 


‘lated depreciation has been deducted from 


original cost), deducting the anticipated sal- 


vage value of the renovated or rehabilitated: 


asset, And dividing by the balance of the 
extended useful life. 


No item'should ever be depreciated below its 


"salvage value. However, adjustments to de- 


preciation may be made if the anticipated 
salvage value’ changes during the life of the 
asset. 


-Anadditional discussion of depreciation is 
presented in Handbook IIR,? pp. 66-68, in the 
sections on Operating Cost, Building Use Cost, 
and Equipment Use Cost, ; 


See appendix E fora full bibliographic reference to Hand- 
book IIR. 
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aa A large number of individuals were involved in Nine national professional-organizations, repre- 


. 
- ’ 


tree prereset entrees nt ve a as 


the development of this handbook. Over 100 per- 
sons attended national and regional} conferences as 
representatives of the nine national professional 


senting a-<cange of interest areas in education from 
finance, to architecture, agreed to serve on the 
National Planning Group. Each organization was 


» 


asked to appoint a special project delegate to attend 
three 3-day advisory meetings, spaced throughout 
the project schedule. In addition, eachorganization, 
through the eftorts of the delegate “a the organiza- 
tion’s leadership, recommended representatives for 
the 10 regional review meetings. The following list 
identifies each of the nine organizations, along with 
It would be impossible to list here the name oh he of the executive. offices and the name and 
every individual who made an important contribu- title of the project delegate. Individuals are listed: 
tion.to the handbook. The organizations and people ~ according tov title and location at. the time. of their 
listed below, however. deserve special recognition. epastieipa non: in the Pies 


Organizations and varigus State and Federal agen- 
Lies. Others served as Sleae to the contractor 
“or on special review committees Many oiher indi- 
viduals wha reviewed handb terials chan- 
jock their contributions through thede organiza- 
tional repre es or committee members. 


: AMERICAN ASSOCIATION OF COMMUNITY AND ‘JUNIOR COLLEGES 


President: _ Edmund J. Gleazer, Jr. % 
.. Project Delegate: ° Peter Krupczak : - 2 4 
° > * Assistant Vice President, Business Managerierit i ae 


- Triton College << 
_- Rive firove, | Me 


on 2 woe. ae . Nett 


> vit 


ae “AMERICAN. ASSOCIATION OF SCHOOL: ADMINISTRATORS 
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. Student capacity of, 28, 52, 89 / 
‘total assignable floor area of, 30, 57, 88 
te ented data item @e- -66 
uildings, 6, 26-33 oo a ; 
‘Spaces within, 33-36, 66-75 
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Classification, format of data item, 22- 23 

Classification of data jtems, 21-30 ; 
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control, 13 sa : : - 


effectiveness, 104 ° Ss! 

“equipment under group control, average unit, 3 "83, “49 

method of estimating replacement } . 
(building),.28,54 .. 5 Ue 
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‘of architectural and snginecriigiseryices, 90-91” 

of building yea 2 
acquisition, 28, 53, 91 . 
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construction, 91 fe 

~ contract, 91 — 
lease,annual, 28, 53 - 

 miscetlaneous, 91 
modifidation, 33, 64 - 
repair or maintenance work, 32,64 _ 
replacement, 28,54 ' 

of educational consultative services, 92 

of equipment ” 
acquisition, 38, 82, 92 oe 
Jease, annual, 38, $2 
repair ur maintenance work, 39, 84 


replacement, 38, 83 ' ~ 


of lease, annual, 92 
Of legal services, 92 “N 
“of modification. to building, 92 
of repair and maintenancaWwork, bujlding, 92 

e Of repair of maintenance work, equipment, 9 

wof replacement, building, 92-93 : 
of replacement, equipment, 93 , 
of site , 


acquisition, 25, 46, 93 a 


improvement, 26, 47, 93-94 , 
lease, annual, 2, 46 ‘ 
maintenance, 94 c= 
maintenance or, other work, 26, 47 + xe 
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Coverage of communication systems, 32, 62-63 | 
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(instructional), 34, 69 
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" code, 23, : . & 
_ definition, 23 : 
‘name, 23 : 
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item(s), 22 ; = 
building-related, 965-66 

” classification format, 22-23 
‘classification of, 21-39 * =. +, 
definition of, 22, Ve 8 
equipment-related, 85 ‘ 
for a property accounting system, selecting, 7 
name, 22 
not listed in this handbook, 8-9 
reference number, 22 ’ 
site-related, 48 
‘space-related, 74-75 

processing, 104 

property — see property’ information 
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Date 


building repair or maintenance work mes 22 64 
construction 
_ completed, 28, $3 

started, 28; 53 


equipment repair or maintenance wogk completed, 38, . 


of building 
acquisition, 28, 54 
_ disposition, 33, 65 
‘ " modification, 33,64 
of equipment ; 
" acquisition, 38, 82 — te 
disposition, 39, 85. ex : 
of site 
-. acquisition, 25, 46 
disposition, 26, 48 - 
improvement, 26,47 °‘ 
site maintenance or other work completed, 26, 47 
Decisionmaking in education, the .need for Property 
information for planning and, | 
Decisions, property allocation, | 
Definitions of data items, 41-85 _ 
Depreciation, 109-110 | ; : 
method, 28, 38, 54,83  _* mf 
Derived files, 15 - 
Description of equipment, 37, 80 


‘ Designing documents, 5. 


Developing 
& property accounting system, 13-14 
new property pone systems, 5 
Device ” 
audio, 36, 77. 
computer, 36, 77 
electronies display, 36, 77 
graphica and graphics om Pievea 36, n 
tructional, 36, 77 
photographic, 36, 77 
physical display, 36, 77 
projected and magnified display, 36, 77 
subject-matter-related, 36, 78 
Disaster shelter, aren of, 30, $8; 88 
Disposition 
of building, 33, 64-65 
of equipment, 39, 84-85 
of site, 26, 47-48 
Driver / . 
education. equipment; 36,78}. 
training range, 25, 44’ 
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Easements, 24, 43 


_ Educational consultative services, cost of, 92 
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Electronic display — 
device, 36, 77 
‘materials, 36, 79 3 
Energy : . 4 
conservation, 65-66 —~ ’ 
_Use/conservation studies, 12 Pi 
Engineering services, cost of architectural servicesigind, 
90-9! ov 
Equipment, 36-39, 155, 94, 97-101 
accounting systems, 76 
acquisition : 
and cost information, 37-38, 82, 83 e 
cost of, 38, 82,92 - - : 
- ‘date of, 38, 82 
source of funds for,.38, 83 
_ allocation, 12 
art, 36, 78 
book value of, 38, 83 
built-in, 6, 48, 76, 99 
‘business, 36, 78 © ' ee 
condition-of, 38, 84 : 
cost 
average unit, equipmerh under group control, 38, 83 
method of estimating replacement, 38, $3 ‘ 
of acquisition, 38, 82 Fa 
of lease, annual, 38/82 : 
of repair maintenance work, .39, am 
of replacerhent, 38, 83 
criteria for identifying, 98-99 
description of, 37, 80 
disposition 
method of, 39, 85 u 
net proceeds from, 39, 85 f 
proceeds, receiving fund for, 39, 85 
reason for, 39, 84-85. 
distinguishing between 
built-in and movable, 99 
supplies and, 98-99 
driver education, 36, 78 é 
“expected useful life of, 38, 83, 94 
homemaking, 36, 78 ; 
industrial arts, 36, 78 
insttuctionatt, 46, 77-78 
insured value of, 38, 83 
inventory humber, 36, 76 
inventory of supplies and, 99-101! 
~ Jase, annual cost of, 38, 82. 
lease, term of, 38, 82 © 
list of supplies, 97-98 
market value of, 38, 83, 94 o 
mobility, 37, 81 & 
JROveD . 6, 76, 99 : 
‘music, 36, 78 
needs forecasting, 12 4 
organizational responsibility for, 37, 81-82 


: ene of, y, 8! 


\ 


‘PROPERTY ACCOUNTING 


+ 


_ Physical education, 36, 78 , 
” physical location of, 37, 81 
related data itéms, 85. 
repair 
and maintenarice information, 38-39, 84 
or maintenance work completed, date, 38, 84 
or maintenance work, cost of, 39, 84,92 
or maintenance work performed, explanation of, 38, ae 
replacement, cost of, 38, 83, 93 
room, 34, 70 ’ ? 
scientific laboratory, 36, 78° 
‘selection, 12 ‘ 
tag number, 36, 76 
type, 36, 76-77 | 
under group control : : . 
. average unit cost; 38, 83, 89 
number of units, 38, 83 
units of measures, 38, 83 
warranty expiration data, 39, 84 
Evaluating, 12 ‘ 
Evaluation, 104 v° 
Expected useful life 
oMbuilding, 28, $4,.94 
of equipment; 38, 83, 94 


_ Expenditures, 104 


Explanation 
of building modification, 33, 64 
of building repair or maintenance work, eacioemed, 32, 64 
of equipment repair or maintenance work(performed, 38, $4 
of site maintenance or other work Pe fottars: 26,47 
Exterior walls, 29, 55 


- F g 


Facilities, 6, 104 . 
Facility planning, 12 
Family and consumer education (home economics) 
space, 33, 68 
i — see Fedgrat Education Agency 
Federal Education Agency FEA), 7 
Files 
derived, 15 
Original document, 15 
‘property information, 14-16 
Financial accounting, 104 , 
records, property accounting records as support for, 
18-19 
Fixed a 
assets, 6, 104 
interior walls, 29, 55 : 
Floor ee J 5, se ae 
area . 
of a space, 33, 67 a is ’ 
of adjunct, 36, 74, 87 : = = 2 
of building’ 
gross, 87-88 |. 
total assignable, 88 
. . Of learning resources space, total, 30, 58, 88 


- 4, -Of regular instructional space, total, 30, 57, 88. 


of special instructional space, total, 30, 58, 89 


INDEX . -_ - 127 
| 
: ‘finish, 35,73 2 —_ Instructional foe ag a 
. framing, 29, 55 b ’ device, 36, 77 : im es : ; 
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_ Furniture, 37, 79 — 4 Insurance planning and claims suppor. 13 - 
, an Insured value r 
- of building, 29, 54 
Pe . of building contents, a 
G f buildi 29, 54 
; “ , _ + of equipment, 38, 83 - 
" Glossary, 103-106 a Interfnediate. administrative unit. — see iitermediang 
: ; a Education Agency ‘ - 
Grades in building, 27, 2 Iiftermediate Education Agency, 7, 104-105 
Graphics and graphics reproduction device, 36, 70 
Gross'area per student, 95 coe Bap ete a property information system, 101 . 
alae desea Suilding: a 2 arEE a . deciding what jtems to, 100 Le 
, average unit cost of sauippent une 38, 83, 89? ages ” a. & IN ‘ coe 
pie eis aap : management, 12 oo 
measure of equipment’ ubder, 38, 83 : 8 : 12 - 
mnatorium, 34, 70 , pi OCe sty RANMA Y 
Pe as records on supplies and equipment, 99-101 
Hand tools, 3480 9. , a - 4 
Handball court, 25, 43 . re Kindergarten space, 34, 68 : seed 
‘Handbooks in the SERR Series, 2, _ "Kits, multi-media, 37, 79 ae 
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- accessibility of instruction locations to, 30, $8 
availability of building entrances for, 30, $8 
availability of toilet facilities for the, 30, 3B 
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Health-care space, 34, 70 ee : | 
Heating . 
mediurh, 31, 60 : ° LEA -- see Local Education Agency 
primary ‘energy source for, 31, 60 a - Learnifig resources space, 34, 69 
source, location of, .30, 59 \ . Learning resources space, total. floor area of, 30, 58, 88 
system, capacity of, 31, 60, 90 _ Lease, annual cost of, 92 ” 
system, type of, 30, 59 ee ~~ Legal services, cost of, 92 
system, type of standby, 31,60 ~ oe Legislation, developing bases for, 13 
Heavy construction machinery, 37, 80 - ~° , Limitations of Handbook IIR, 8-9 
Higher education, properttwed inf Linkages, 17-18- 
‘Higher Education Facilities IAvent@ammind Classification List of supplies and equipment, 97- 98 
Manual, | ‘Little or no control, 101 


Home ecqnomics ifamlly and S6nsumer education) Local basic administrative unit, 7, 105 
Local Education Agency (LEA), 7, 105 
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Homemaking equipment 36, 68 4ocal school district t. see pore ‘Education Agency 
. Horticulture; aboriculture area, 25. 44 ° Location . . 
How to use Handbook HIR; 5 oe * building, 27, 49 
ro: control, 12 
; : 4 of cooling source, 31, 60 
© « . ‘of equipment, physical, 37, 81 
~ | , of heating source, 30, 59 


an site, 24, 41 
Ice rink, 25, 44 , ' 
- Improvements to sites - see Site Improvement ar 
Improving comtnunications, 5 
Individual control, 100 


Industrial arts | rn , M 
equipment, 36, 78 ee 8 & ; 
> space, 33, 68 , ‘ = Machinery 
Information = and apparatus, 37, 79 
for planning and decisionmaking in education, the’ heavy construction, 37, 80 , 


for property, | _ Maintenance, 105. 7 
ms property, | pe _* and repair ghop, 34, 70 ss sé 
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“information 7 , 2 “oN 
building repair and, a 64 ; - 
equipment repair and, 38-39, 84 ’ Name of general contractor, 28,53 @ 
_ Site, 26, 47 - National Center for Education Statistics, Z 
management, |2 ae Nature of site improvemeht, 26, 46-47 
; schedule, 38, 84 8 . ~ Net proceeds from : ' 
_ Scheduling system, 75: > : building disposition, 33,, 65. : 
"Major equipment items, ‘ ~ "equipment disposition, 39, 85 
Make or brand, 37, 81 ° site disposition, 26, 48 
. _. Manufacturer name or number, 37, sl i New or used at time of acquisition, 37; 8 83 
Market value’ - Nonassignable space, 34, 71 
method of estimating, 26, 28, 38, 46; 54, 83 Nonexpendable, 98 
of building, 28, 54, 94 Number 
of equipment, 38, 83, 94 é building, .26, 49+ 
"4%, offsite, 25, 46, 94 ; , 0 equipment tag, 36, 76 
Materials . wt _ of fixed-student stations, 35, 72. ; 
audiorecording, 36, 78 : : of stories (floors), 30, 58 _ : 
computer, 36, 79 . of structures or special areas of given type, 25, 45 
vlectronics display, 36,79 - * of units, equipment under group control, 33 
in structural system, 30, 56-57 id site, 24,41 © 
printed, pictorial, 36, 79 s site addition, 24, 41 ‘ 
projected and magnitied, 36, 79 : space, 33; 67 a 
tecotded instructional, 36, .78-79 
three-dimensional, 37, 79 | 
Mathematics laboratory, 34,68 . 3 . O 
Measuressrelating to school Property, 87-95 — 
Mechanical space, 34, 71. Obstacle course, 25, 44 
Media-based instructional laboratory, 34, 68 orf 34, 70-71. 
Method Ogkrating, 12 . 
of building : : Operating budget, 12 : 
acquisition, 28, $3 , rm _ Operational unit, 105 
disposition, 3%, 65. name, school or other, 26, 49 
* Of equipment a number, school ‘or other, 27, 49 
"acquisition, 37-38, 82 Organizational responsibility for equipment, 75, 3, 81 
disposition, 39, 85 - oe Original document files, 15 | 
of estimating market value : Outdoor classroom, 25, 44 ‘ 
(building), 28, 54 : : Outlay, capital, 103° ; 
* (equipment), 38,83 Ownership 5 
(site), 26, 46 of building, 28, 52 
of estimating replacement cost of equipment, 37, 81 
(building), 28, 54 : of site, 24, 42 
(equipment), 38. 83 
of site . i 
acquisition, 25, 45, 46 . e +P 
disponition, 26, 48 
Minor equipment items, : Parking , 
Miscellancéous, cost of’ building, 91 os areas off site, capacity of available, 24, 43,90 |, 
Mobility of building, 30, $7 areas On site, capacity of paved, 24, 42,.90 
Model number,-37, 81 . areas on site, faa of unpaved, 24, » A2-4po 
_ Mation picture. 8 ' Parochial schools,7 - —, 
Stadio, 34, 70 aa Participant capacity of structulre(s) or ‘Special. Area(s) 
‘studio (instructional), 34, 69 ‘=z -” (off site), 25; 45 - 
Movable equipment, 6, 76, 99 ’ . (on site), 25, 45 ——- ‘i 
’ Multi-media kits, 37, 79 ‘Paved playground, 25, 43 
Multiple-purposé apace, 34, 69 ‘Per square fdot cost of building acquisition, 95 
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